
Office Services Assistant
 Office Services

Summary: The Office Services Assistant 
provides reprographic and general office services 
to lawyers, administrative staff, and visitors. The 
role requires a high level of accuracy, 
professionalism, and customer care to all 
reasonable requests.

Click Here to Apply 

Qualifications: 

 Office services experience, ideally within a 
professional services environment, and a 
good administrative skill set. 

 Ability to accomplish requirements of 
position in high volume work environment 
requiring excellent time management and 
multi-tasking skills. 

 Competent using Microsoft Office, ideally 
with an understanding of iManage and 
records management systems. 

 Experience in operating multi-functional 
print machines; undertaking printing, 
scanning, collating, binding, and finishing 
documents. 

 Ability to operate and troubleshoot copiers, 
fax machines, and other basic office 
equipment.  

 Strong verbal and written communication 
skills. 

 Exhibit a willingness to learn new skills and 
has a proactive attitude to role 
requirements. 

 Be both reliable and punctual. 

 Exhibit a willingness to be flexible and work 
alternative shifts and work overtime as 
necessary to ensure adequate cover during 
weekdays, weekends, public holidays, and 
office moves. 

Duties and Responsibilities:

 Undertaking all reprographic requests; liaising 
with clients to ensure full understanding of 
requirements. Coordinating the outsourcing of 
reprographics work as required and with 
appropriate approvals to ensure deadlines are 
met. 

 Ensuring timely processing of incoming and 
outgoing post and faxes, scanning of incoming 
mail, hard copy deliveries as required. 
Maintaining postal charge records and 
reconciliation. 

 Day to day cleaning and maintenance of 
reprographic and office equipment, and 
replenishment of stocks. 

 Maintaining post room distribution lists, 
including those of companies registered at the 
firm’s London office address. 

 Collecting and processing archive boxes to go 
to store. Organising retrievals and return of 
archive boxes from store. Ensuring the records 
management system is accurately maintained. 

 Assisting with the records destruction process. 

 Undertaking DSE/ergonomic risk assessments 
as required. 

 Maintaining a log and ensuring the timely 
processing of all incoming and outgoing 
couriered items. Meeting the delivery 
deadlines for out-going items by selecting the 
appropriate service.  

 Checking all photocopiers and printers on all 
floors at the beginning of the business day, 
ensuring they are free of faults, fill with paper 
of all sizes, and clear/distribute printing left at 
the machines. Replenishing toners as 
required.  

 Assisting with conference room set-ups, 
including moving furniture for meetings and 
events. 
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Qualifications (continued): 

 Work harmoniously with co-workers, and the 
departments that provide support services 
to the office, including Client Services and 
IT. 

Duties and Responsibilities (continued):

 Assisting in packing and moving furniture, 
equipment and belongings for office moves, 
maintenance tasks, and build out projects. 

 Maintaining appropriate stocks in all stationery 
stores and in all kitchen areas; all areas to be 
kept tidy and coordinate orders to replenish as 
needed. 

 Completing daily checks of empty visitor 
offices; replenishing all stocks and ensuring 
standard information and welcome documents 
are in place. 

 Filing of daily newspapers, maintaining a three 
month collection. 

 Providing ad hoc cover for the client services 
team as required, including greeting visitors 
and answering the switchboard. 

 Proactively providing feedback to the Facilities 
Supervisor regarding issues that impact the 
services provided by the office services team. 

 Completing ad hoc requests and running 
errands as required.

Status: Non-Exempt 
Reports To: Facilities Supervisor 
Hours: 37.5 hour week; flexible shift between 08:00 
and 19:00, although likely daily shift is 10:30 - 19:00 

Covington & Burling LLP is an equal opportunity employer and does not discriminate in any aspect of employment, including hiring, salary, promotion, 
discipline, termination, and benefits, on the basis of race, color, ethnicity, religion, national origin, gender, gender identity or expression, age, marital status, 
sexual orientation, family responsibility, disability (including physical handicap), or any other improper criterion.


