
 
 

ROLE PROFILE AND PERSON SPECIFICATION 
 

ROLE PROFILE 
 
Job Title: Post Room Operative  Hours of Work: 6.30am-12pm (Thursday & Friday 

only) 

 
Contract Type: Temporary   
 

   
SUMMARY: 
 
Hargreaves Lansdown receives thousands of letters a day both from clients and companies around the UK.  Some of these 
documents relate to our client investments, others provide or seek to provide services or information that helps Hargreaves 
Lansdown look after our clients and though looking to invest.  
 
This role requires someone who is able to help sort these letters.  They must possess good administration skills and should be 
able to pay attention to detail. They should be able to prioritise work win what often becomes a very busy Post Room 
environment.  
 
The role requires regular sortation work, but it will also involve a number of other tasks to ensure that letters are sorted as 
quickly as possible and the Post Room continues to be as efficient as possible.  
 
A good working knowledge of Microsoft Office and Outlook email, whilst not critical to the role, would be beneficial as you will 
from time to time need to access work emails and make records.  
 
KEY DUTIES & RESPONSIBILITIES 

 
- Completing various administrative duties 
- Processing inbound post 
- Coordinating mailing requirements 
- Supporting other Post Room operations as and when required 
- Working with internal departments to ensure their letters and packs are sorted on time 
- Maintaining a tidy and organised working area 
- Collecting trolleys of incoming post and other business materials 
- Accepting deliveries of literature and stationary supplied – some lifting will be required 
 

PERSON SPECIFICATION  
 ESSENTIAL DESIRABLE 

QUALIFICATIONS  None required  
 GCSE/A-Level qualifications (or equivalent) 
 Any administrative or similar qualification  

  

KNOWLEDGE/ 
EXPERIENCE 

 Computer literate 
 Basic understanding of Financial Services 
 Experience of working in an office 

environment as part of a team with tight 
turnaround times 

 Knowledge of Hargreaves Lansdown and what we 
do 

 Knowledge of Microsoft Office computer systems 
 Experience of sorting post 
 Experience of working in an administration role 

within a professional organisation 
 

SKILLS 

 Excellent spoken & written English 
 Very good administration skills 
 Good organisational skills and ability to 

prioritise 

 Experience of use of Microsoft Office win an office 
environment 

ATTRIBUTES  Smart, professional appearance 
 Good at communicating with others 

 

 


