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Job Description 
 
Role:    Receptionist/Office Administrator  
Reporting to:   Head of Operations 
___________________________________________________________________________ 
 
OVERVIEW 
VICE is a global youth media company and the industry leader in producing and distributing 
the best online video content in the world. Launched in 1994 as a punk magazine, VICE now 
operates in 36 countries and has expanded into a multimedia network, including the world’s 
premier source for original online video, VICE.COM; an international network of digital 
channels; a television & feature film production studio; a magazine; a record label; and a book-
publishing division. 
  
VICE’s digital channels include VICE News, a dedicated news channel; Noisey, a music 
discovery channel; The Creators Project, dedicated to the arts and creativity; Motherboard, 
covering cultural happenings in technology; THUMP, focusing on global dance and electronic 
music; Fightland, a channel dedicated to the culture of MMA; and MUNCHIES, a food channel 
chronicling the broad spectrum of the global culinary experience. VICE acquired British fashion 
publication i-D in 2012 and re-launched i-D’s digital presence at i-D.co, a video-driven fashion 
site. In 2013, VICE launched a news-magazine series on HBO titled 'VICE.' The second season 
of the Emmy nominated series is on HBO now. 
 

THE ROLE 
We are looking for a fab Receptionist/Administrator to join our team. As part of the 
Operations team you will be fully involved in supporting the day-to-day running of the 
company. Alongside our current Receptionist/Administrator, you will be based at reception 
and be responsible for providing front of house customer service, daily support to staff, the 
premises and facilities for the UK office. You will be able to balance multiple tasks 
simultaneously while providing a high level of service. You must have at least 1-2 years’ 
experience working in either a Reception/Admin or Front of House role. You will need to be 
highly organised, pro-active, a good team player, calm under pressure, have a warm and 
friendly manner, and be comfortable with the responsibilities below. 

Responsibilities: 

 Reception – meeting and greeting all clients/guests, receiving and handling 
telephone calls to the switchboard. Taking messages and ensuring they are passed 
on promptly and clearly using email. 

 Facilities management - alongside the Head of Operations, overseeing the running of 
the office and ensuring it is kept to a high standard.  This includes troubleshooting 
issues as they arise such as air con, printers etc and making sure the office is set up 
in the morning, closed down in the evening and the reception and kitchen areas are 
kept presentable and fully stocked throughout the day.  

 You will be reporting to the Head of Operations and working alongside the other 
Receptionist. Working together to prioritise tasks effectively to meet all deadlines 
and support the wider Operations Team and Senior Management well at all times. 

 Handling meeting room diaries. Reviewing the meeting room diaries every day and 
proactively asking the organisers of meetings catering and AV are required.  
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Organising catering and AV if they are required.  Setting up rooms ready for use.  
Clearing down after use. 

 Monitoring cleaning quality of the office and reporting any office issues to the 
cleaners and the Operations Manager. 

 Performing tasks on daily office checklists to ensure office is run consistently. 

 Booking travel for non-Production staff; research best prices for hotels, flights etc. 

 Distributing incoming courier deliveries, supplier deliveries and post to staff. 

 Franking and sending all outgoing post daily. 

 Booking couriers and taxis as required. 

 Ordering stationery and office supplies when advised. Performing weekly stock 
check and noting low items to order or add to monthly order. 

 Assisting with office security by following agreed opening/closing office protocols. 

 Providing ad-hoc support to other employees as and when required. 

 Undertaking such other tasks including general administrative duties as may be 
required from time to time. 

 To be an ambassador for the business at all times. 

 
Please email your CV with a covering letter detailing your relevant experience to 
ukhr@vice.com stating “Receptionist/Administrator” in the subject line. 
 
We look forward to hearing from you! 
 
If you do not hear back from us within one month of applying then unfortunately your 
application has been unsuccessful. Thank you once again for applying and we wish you 
success in your future career.  
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