
 
RECEPTIONIST   
London Studio 
 
JTP is a busy architectural practice with a great bunch of people who need your help.  
 
We are looking for a highly organised receptionist to bring to life our front of house reception.   
 
The right candidate will be professional, well-presented with excellent communication & interpersonal 
skills. 
 
You must be willing and able to carry out a number of admin tasks whilst managing a busy switchboard 
and encountering countless interruptions! Experience of a busy reception and a good working knowledge 
of MS Word and Excel are definite pre-requisites for this role.  
 
The role is very varied and involves:  
 

- front of house duties 
- answering the telephones 
- accurate message taking 
- booking meetings & managing meeting rooms 
- booking taxis and couriers 
- ordering & making refreshments 
- updating databases  
- assisting with travel arrangements and hotel bookings 
- typing (letters and project typing) 
- stationary ordering 
- keeping front of house and kitchens clean and tidy 
- running around doing various errands 
 

Candidates must have excellent and accurate typing skills (40 wpm), a professional telephone manner and 
ideally “switchboard” experience.  
 
Experience in an architectural practice or design environment is highly desirable.  
 
JTP is a three star ‘extraordinary’ Best Company and named a Sunday Times 100 Best Small Company to 
Work for 2018.  We offer a lively, creative environment with great people to work with and a busy and 
varied role.  In return for your enthusiasm and dedication we can offer you a great place to work, 
competitive salary, 25 days holiday (plus 3 additional days at Christmas), performance related bonus and 
other benefits. 
 
Hours of work are 9.00am to 6.00pm (with one hour lunch) Monday to Friday.  
 
Please send your CV and covering letter to Janet Lewis at careers@jtp.co.uk 
 
By submitting your application you are providing JTP with your full consent to process, manage and retain 
your personal information for the purpose of considering you for potential employment. Full details of 
our Privacy Notice can be found on www.jtp.co.uk/about-us/careers.  
 
JTP is committed to equal opportunities and welcomes applications from all sections of the community.  
 
 
 


