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PART 1 - PROFILE 
 

You are an experienced Receptionist who is seeking a challenging and rewarding career.  

 

We are differentiated in our market as an international, full service CRO, focussed on a series of core 

therapeutic disciplines. Simbec-Orion Group is an ambitious organisation with challenging growth targets 

both organically and through acquisition.  

 

You will have excellent communication and time management skills to manage multiple tasks at any one 

time. You will be happy working in a fast paced environment and interacting with Senior Management 

and international teams. You will largely act as directed by the head of department and consult your line 

manager proactively to support different constituencies. You will manage the conflicts in your workload 

across departments and can identify issues before or as they arrive and create solutions discussing them 

with departmental managers. 

 

You are a strong team member and understand the need for effective communication at all levels. You 

will have a demonstrable record for effective relationship building with clients and colleagues.  

You will be one of the “faces of the Company” both internally and externally. 
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PART 2 – EXPERIENCE, QUALIFICATIONS AND ATTRIBUTES 
 

The candidate: 

 

 Has at least 3 years or more experience as a receptionist working with teams and/or 

departmental managers 

 

 Will be fluent in English 

 

 Has excellent communication skills, written, and oral 

 

 Has excellent organisation and time management skills     

 

 Has excellent computer skills and practical knowledge of IT tools and systems 

 

 Has good knowledge of Word and PowerPoint 

 
 Will be available for occasional domestic travel including overnight stays 

 

 Demonstrate flexibility with working hours and workload if required  

 Is capable of learning implementing SOPs 

 Can provide accurate and timely administration 

 Is proactive 

 Demonstrates professionalism, as evidenced by punctuality, ability to deliver on commitments, 

and positive interactions with clients, key stakeholders and colleagues 

 

 Resolves and prioritises workload to meet deadlines with support from management 

 Produces data of consistently high standard 
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PART 3 – JOB DESCRIPTION - JOB FUNCTION 
 

 

OVERVIEW: 

 

 Provides first line of contact for visitors and staff into the company  

 

 Serves as a key member of the Administration Team with the goal to contribute towards 

efficient management of the reception area and to assist operational departments to work with 

excellence, commitment and passion in the design, execution and delivery of clients development 

needs. 

 

 

DUTIES AND RESPONSIBILITIES: 

 Greets visitors when they arrive and advise the appropriate member of staff 

 

 Answers calls and directs to the appropriate person or takes messages where appropriate 

 

 Book travel if required 

 

 Ensures company documentation is updated and accurate e.g. Staff in/out log, weekly planner, 

visitors book  

 

 Supporting and covering for other PA's when required 

 

 Logging, booking and distributing of incoming / outgoing courier packages 

 

 Distribution of post and faxes in a timely manner, prioritising and ensuring that correspondence 

is directed as appropriate 

 

 Booking taxi’s and maintaining a taxi log 

 

 Booking of parking bays and keeping record 

 

 Catering / refreshments for meetings when required 
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PART 4 – BACKGROUND TO SIMBEC-ORION 
 

 

Simbec-Orion Group Limited (“Simbec-Orion” or the “Group”) was created in June 2014 by the merger 

of Simbec Research Limited (“Simbec”) and Orion Clinical Services Limited (“Orion”).   

 

As a result of the merger, Simbec-Orion is today a full service CRO covering first in human Phase I 

clinical studies through to pivotal Phase III studies and Phase IV post marketing studies.  Simbec-Orion 

supports its clients with our own in-house full service central laboratories, pharmacovigilance, data 

management and statistics, IMP management/pharmacy, medical management.  We have expertise in all 

drug types, dosage forms and delivery mechanisms and in later stage development and have six core 

therapeutic disciplines:  

 

• oncology,  

• rare and orphan diseases,  

• respiratory disorders,  

• dermatology,  

• infectious disease & vaccines, and  

• translational medicine.   

 

We operate internationally serving clients anywhere in the world with physical operations in the United 

Kingdom, France, Germany, Italy, Spain, Czech Republic, Poland, Australia, South Africa and the United 

States of America.  We have a combined staff approaching 250 people with the greatest concentrations 

in the UK and France.  

 

It is our objective to become widely recognised as being a significant international full service CRO 

known for its excellence both across its range of services and in its therapeutic disciplines.  We compete 

effectively against many of our larger competitors by offering a broader range of services and with 

greater depth of knowledge in our chosen therapeutic areas.   

 

Given the background of a number of our senior leadership team, we think with the same focus as our 

clients - as drug developers and not simply as outsource service providers.  Our goal is to meet their 

actual needs and not simply execute a study.  

 

Our growth targets aim to see the Group grow from its current size of approximately revenues of £25m 

($37m) per annum to £100m ($150m).  This will be achieved in part by organic growth but also through 

further M&A activity.  

 


