[image: image1.png])
&
:

[0):¢30):3]




                                                                         

[image: image1.png]
_________________________________________________________________________

Generic job description and selection criteria 
	Job title
	Receptionist 

	Department
	

	Grade and salary
	Grade 3


Job description

Overview of the role
Responsible for providing administrative support for the department as well as the day to day running of the department’s reception desk
Responsibilities/duties 
· Welcome visitors to the department and provide assistance as necessary, including directing them to the appropriate area, dealing with queries and making travel and accommodation arrangements
· Take incoming phone calls, answer queries and redirect them appropriately to departmental extensions

· Maintain the tidiness and organisation of the reception area ensuring a smart professional image at the first point of contact

· Monitor and maintain stationary and refreshment supplies 
· Provide administrative support for departmental staff; filing, photocopying, note taking,  preparing and distributing papers, letters and other correspondence, and carrying out small administrative projects as directed
· Maintain information on databases and run standard reports for information as required
· Make the arrangements for conferences, seminars and meetings, including booking equipment, parking, meeting rooms and catering 
· Receive and log deliveries and courier mail, sort outgoing mail for the University messenger, franking Royal Mail, and assisting staff in organising couriers as requested

· Email general announcements to staff 

· Alert relevant staff of security or building issues including contacting University Security Services or Facilities when necessary
Selection criteria 
Essential

· A good understanding of standard administrative procedures, evidenced by formal secretarial/administrative qualifications (for example NVQ Level 2 Business Administration or RSA Diploma) and/or work experience at a similar level
· Ability to use standard computer programs (Outlook, Word, Excel)
· A good understanding of issues around confidentiality
· Ability to understand and pass on clear and accurate information
· Attention to detail
· To be self-motivated and to work effectively, knowing when to refer matters to others

Desirable 

· Experience in a similar position
· Knowledge of the University 
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