
positon description template
example of receptionist role
Date of job description: 17/09/2018
Position Title: Receptionist
Department: Office Administration
Reports to: Office Manager
Position summary:

· Answer the phone with a smile within 4 rings 
· Meet and greet all visitors to the office with a smile 
· Direct queries to the appropriate contact in the office for a pleasant customer experience 
· Sort the mail and ensure courier collection of items as appropriate 
· Manage the office supplies for the office  
Key responsibilities:

· Ensure all guests to the office are greeted with a pleasant experience 

· Be the face of the company, representing it in the very best light at all times 

Competencies and experience required:

· Personable and friendly 

· 12 months in a similar role 

· Basic computing ability 

Qualifications required:

· Certificate IV in Office Administration preferred but not required 
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