Job Description

Receptionist
The Role

The primary focus of the role is to be the first contact for customers and visitors. 

The role also involves administrative tasks, such as sending out invoices, order and despatch paperwork, customer file retrieval, faxing, photocopying, filing and preparing the evening’s post for collection. 

Key Tasks

· Receiving visitors, customers and suppliers in a welcoming, professional manner

· Dealing with incoming enquiries by fax, telephone and post 

· Managing the payment on customer collection process 

· Maintaining the staff refreshment machine

· Faxing, photocopying, filing and typing

· Maintaining the showroom in a tidy and welcoming fashion

· Building and developing good business relationships with other internal departments 

The Person

The successful candidate will be able to demonstrate each of the following essential skills.  In addition it would be beneficial if the person has the capability to prioritise their workload effectively, as, on occasion, our other departments may need your support and help with general tasks.

Essential Skills

· Time management skills and flexibility

· An excellent telephone manner

· A good command of both written and spoken English

· Good organisational skills

· Good administrative skills

· Smart appearance

· Good people skills

· A commitment to providing excellent customer service

· A good team player

