JOB  DESCRIPTION

NAME



:

POSITION  DESCRIPTION
:
RECEPTIONIST
JOB  TITLE


:
RECEPTIONIST
DEPARTMENT


:
FINANCE    

UPDATED


:
2011-01-18   

PURPOSE  OF  POSITION:

To project a professional image of the company by liaisons with members of the public and by doing this, generating new business for the company.
KEY  PERFORMANCE  AREAS:

· Reception

· General Admin
DUTIES  AND  RESPONSIBILITIES
· Answering the phone, assisting walk-in customers, determining the purpose and correctly forwarding customers/calls

· Taking/ delivering telephonic messages or mail courier items

· Courier parcels to customers.

· Organizes neatness of reception area

· Organizes refreshments for visitors

· To assist Cashier with payments of Customers

AUTHORITY

Accepting  full  responsibility  for  all  duties  and  key  performance  areas

OTHER  ASSIGNMENTS

To  perform  any  other  duty/assignments  as  and  when  directed  to  do  so  by  the  Managing  Director.

The  above  Job  Description  was  read, understood  and  accepted  by  the  Employee.


__________________________                                         ___________________________
EMPLOYEE                                                                      DATE

__________________________                                        __________________________

DEPARTMENT  MANAGER                                           DATE

__________________________                                         ___________________________

L L  ROBINSON                                                               DATE

HR  ADMINISTRATOR 
