
 

 

 
 

 
Job Title:  Business Services Support 
Directorate:  Advocacy 
 
Are you passionate about providing an exceptional service? Do you want to be part of a friendly team that thrives on providing 
an exceptional service?   
 
As Business Services Support you will work in a close knit team and play a vital part in providing an exceptional level of service 
to our Members, visitors and ABI staff. In this exciting and varied role, you will be the first point of contact for our Members 
Lounge whilst delivering high quality business services administration and support.  
 
About us: 
 
The Association of British Insurers is the leading Trade Association for the Insurance and Long Term Savings industry. Our 
250 members include most household names and specialist providers who contribute £12bn in taxes and manage 
investments of £1.6trillion. 
 
Key responsibilities: 
 

 Based on ABI Reception, you will coordinate all Members Lounge enquiries and guest visits, ensuring that the 
Lounge is impeccably presented whilst providing an excellent level of service to all guests.  

 Oversee and deliver a high quality service for the 8th floor including; stock management and auditing, ordering 
catering for meetings and ensuring that any issues relating to the floor are dealt with, and if necessary, escalated to 
the Business Services Coordinators. 

 Develop effective working relationships with the ABI’s third party suppliers based onsite and externally.  

 Monitor and manage the budget relating to purchases for the 8th floor.   

 Support and co-ordinate the provision of rooms and equipment for conferences, meetings and room bookings for 
internal and external guests. 

 Co-ordination of issues raised through the Business Services Helpdesk and ensure they are carried out within 
agreed Service Level Agreements. 

 Co-ordinate the induction meetings for the ABI’s joiners and leavers ensuing all meetings are arranged within 
agreed Service Level Agreements. 

 Provide support and cover for the ABI’s Receptionist as and when required. 
 
About you: 
 

 Exceptional administration skills with a high level of attention to detail in all that you do. 

 Passionate about providing an exceptional level of service and working in a services environment. 

 It is highly desirable that you have experience in a facilities or business services support role 

 Outstanding communication skills and the ability to build relationships at all levels.  

 Excellent prioritising and time management skills. 

 Flexible guest focussed approach, with the ability to multitask. 

 Friendly and open personality with a collaborative approach.  
 
If this sounds like you please apply with your CV and covering letter, outlining your salary expectations to 
careers@abi.org.uk by 5pm, Monday 13th February 2017.  
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