Receptionist/Office Assistant

Do you love innovative digital marketing environments? Would you like to help some of the world’s biggest companies
bring their brands to life in search and social media spaces including Google, Yahoo! MySpace and del.icio.us, in a fast-

paced, award-winning agency?

iCrossing requires a Receptionist/Office Assistant. You will be the face of iCrossing, the one everyone falls in love with
when they come into our office or call us for the first time. At the centre of our busy agency, with a charming and bubbly
attitude, you will provide reception duties as well as office admin support from our modern and delightful front of house

reception.

Main Duties:

Responding to Correspondence
First Point of Contact for all Calls
Receptionist First Point of Contact for all Guests
Providing Secretarial Support to SMT
Ensuring the Reception is Clean & Tidy

Distribute/Handle Incoming & Outgoing Post

Communicate All Office related Issues to OM

Receptionist Support the Office Manager Assist Office Assistant with Adhoc Office Tasks

Set-up Rooms for Meetings

Office Assistant / Assist Staff with Basic Admin

Manage Meeting Room Bookings

" Photocopying/Printing/Faxing/Binding

Arranging Travel inc. Flights; Trains; Hotels etc
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Person Specification

Part of what makes iCrossing as successful as it is are the highly motivated people who work here and their enthusiasm for online
marketing. We recruit individuals whose honesty, integrity, initiative and creative approach to problem solving shines through. An

inspirationto yourcoll eagues, you'll have passion and a commitment
centre of everything you do.

Skills, Knowledge and Experience Required:
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Highly confident and well presented

A positive attitude to dealing with people including staff, clients and suppliers at all levels

Experience of working in a busy office environment and providing administrative support

Ability to multi-task with constant interruption and to prioritise workload

Ability to effectively communicate by telephone, face to face, email and written, and the ability to work within a team
An excellent telephone manner and strong interpersonal skills

Knowledge and ability to use proficiently standard office computer software, including word-processing, databases and
spreadsheets

Experience of using a busy reception switchboard
Ability to use email and Internet applications

Well-developed organisation and time management skills, and the ability to work on own initiative, accurately to tight
deadlines, and to prioritise between conflicting demands

Ability to work independently, including maintaining filing systems, databases and straightforward diary management
Ability to engender and maintain trust and confidentiality in the provision of administration support

An ability to work at a consistently high level of accuracy and to meet tight deadlines

Company Information

iCrossing, formerly known as Spannerworks in the UK, is a global digital marketing agency that combines talent and technology

to help world-class brands attract, engage with and acquire customers.

The agency connects digital marketing services — including paid and natural search marketing, social media and content, display

and creative, user experience and web development — to create digital marketing strategies that deliver compelling brand
experiences and unrivalled ROI.

iCrossing works with world-class brands including Coca Cola, HBOS, TUI and Virgin. Founded in 1997, the agency employs over

550 people worldwide with over 100 people in the UK.

How to apply for this post

Download an application form at http://www.icrossing.co.uk/careers/. Complete it by hand and return it together with a recent CV

and covering letter to:
Nick Edwards, Recruitment Strategist, iCrossing, 1 Palace Place, Brighton, United Kingdom BN1 1EF.
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