
Blackfinch Group is an award-winning 
investment specialist with a heritage dating 
back over 25 years. A trusted provider, 
we work in partnership with advisers. Our 
businesses cover tax-efficient solutions, 
early stage investing, managed portfolio 
services, property financing and renewable 
energy. As an environmental, social and 
governance (ESG) investor, we work 
for a positive impact. We’re proud to be 
entrusted with over £600 million in assets 
under management and administration.

Committed

Role Profile
Front of House
(Maternity Cover, FTC up to 12 months)
 

Location
Gloucester, GL3 4AH 

Salary
Up to £25,000 DOE 

Contract Type
Full-Time 



To provide a professional and courteous front of house 
and administrative service to both internal and external 
clients. Ensuring that all external clients have a best in class 
‘Blackfinch experience’. 

This role will work closely with our Client Excellence team 
to ensure that external client documentation is dealt with 
promptly and appropriately.

• Meeting and greeting clients in a professional and courteous manner.

• Answering and transferring calls as appropriate.

• Ensure that all meeting rooms are clean and tidy to receive clients and manage 

refreshment requests for meetings.

• Order and maintain replacement of foods/refreshment for the company and 

meetings.

• Scanning incoming post and attach to files as appropriate.

• Making travel arrangements for managers. Confirm travel arrangement and 

oversee as appropriate.

• Ensure that the general tidiness of the reception area and in particular ensure 

that the reception desk is tidy at all time the General maintenance of the 

reception desk.

• Sort the morning delivery of post and distribute as appropriate. Collate the 

evening post ensuring that it is ready for evening collection.

• Preparation of refreshments, lunches for meetings.

• Working with the HRD take support with the day-to-day the Health and Safety 

processes in the offices, including but not limited to Testing of fire alarms and 

ensuring the office risk assessments are completed.

Purpose of 
Role

Key 
Accountabilities



• 1 – 2 years previous receptionist experience, preferably, although not essential 

in financial services.

• Have friendly and professional ‘can do’ attitude and ability to take initiative.

• Have a high attention to detail.

• Process excellent telephone manner and exceptional interpersonal skills and a 

proven track record of dealing professionally with clients.

• Have strong organisational and planning skills.

• IT literate with a good knowledge of all Microsoft programmes.

• Have 1-2 years’ experience working in a fast-paced environment.

• To undertake further qualifications as required by the business.

Essential 
Experience

Qualifications

If you believe you have the skills and experience for this role,  
we’d be interested to hear from you. 

Apply by sending your CV and any other supporting documents 
to HR@blackfinch.co.uk

If you require any further information about this role, we’re  
here to help, contact us on 01452 717070.



Our Values At Blackfinch we’re working to make a difference in the world. 
We partner with advisers to meet client and business aims. 
Inspired by the work of Charles Darwin, we’re named after one 
of Darwin’s finches, which influenced his theories of evolution. 

Our values of ‘adapt’, ‘evolve’ and ‘thrive’ run through 
everything we do. We continually adapt to changing markets, 
providing evolved products so that our customers can thrive. 
These values inform our work as an ESG investor, working 
towards a more sustainable future.

  Offering a supportive environment, championing continuing   

  professional development and sponsoring staff for qualifications. 

  One of the friendliest businesses in financial services, supporting  

  our people, customers and investee companies.

  

   

  Providing opportunities to progress plus to take up benefits,  

  and to get involved in sponsorship and charity work


