
    
POST TITLE: Office Administrator 

  

RESPONSIBLE TO: Executive Assistant to CEO & Office Manager 

  

LOCATION: Incorporated Society of Musicians (the “ISM”) 

4/5 Inverness Mews, London, W2 3JQ 

Full or Part time: Full time 

 
Job Purpose  

 

To deliver a gold standard service to the ISM Group including members and internally to 

colleagues. Ensure a positive customer focused attitude to dealing with enquiries by 

phone or in person.  Deliver high standards of administration and organisation with all 

support activities. 

 

 
Main areas of responsibility 

 

Provide professional frontline service answering all incoming calls, answerphone 

messages and email enquiries, forwarding and responding to them efficiently.  

Meet and greet visitors to the ISM and direct them in a friendly and efficient manner. 

Handle all room bookings, liaising with marketing as necessary.  

Open and distribute incoming mail and frank and prepare collection of outgoing mail, 

including special delivery and courier items. Ensure no mail is mislaid. 

Be responsible for security in the building, ensuring that windows and shutters are 

properly secured and locked at the end of the day and be a key holder for the alarm 

company ADT. 

Ensure the front of house areas are clean and tidy at all times, including the kitchen. 

Maintain office and stationery supplies with daily checks to ensure consumables are 

available at all times to include paper, water deliveries, tea, coffee, toilet rolls, milk, 

soap etc. and organise all recycling for collection.  

Notify the Office Manager when new stocks need to be ordered and update budget 

tracker accordingly.  

Ensure that all public areas including meeting rooms are at all times presented to the 

highest standard with up to date periodicals, marketing material and newspapers on 

display as appropriate. 

Assist with basic member administration as required. 

Support the Office Manager to ensure basic health and safety requirements in the office 

are satisfied and appropriate records maintained. 



Other general duties as requested by the Office Manager. 

 

Key Deliverables 

 

Quality, customer focused front line telephone and reception services to callers and 

visitors to the ISM Group. 

Accuracy and timeliness of the clerical support service. 

Efficiency and availability of office supplies and consumables throughout the building.  

Positive attitude and can do approach consistent with the vision and values contained in 

the ISM Way. 

 


