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	Outline Post Description



	Job title
	RECEPTIONIST

	
	FOCHABERS 


Principal purpose of the role:
1. To provide a switchboard and reception service for the Fochabers site.
2. To provide admin assistance as and when required.

Main accountabilities:
1. To be the first point of contact for all internal and external visitors, ensuring they feel valued.

2. To answer all incoming calls in a timely, professional and confident manner, directing calls as necessary 
3. To cover the phones for the Edinburgh office when necessary.

4. To assist in finding the right information and directing customers in a professional manner.

5. To take clear messages and deliver them in an efficient way if the member of staff is not available.
6. To process the outgoing and incoming mail on a daily basis.

7. To place stationery orders for Fochabers site.
8. To assist with ad hoc Travel and administrative duties as required.
9. To set up all meeting rooms with refreshments prior to meetings and clearing room thereafter, keeping rooms tidy at all times.
10. Assist with administration duties providing general administrative support to Fochabers teams
11. Any other duties as required.
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                                                                              Outline Candidate Specification
Receptionist
Key Characteristics:
· Professional telephone manner and friendly demeanour
· Strong communication skills and attention to detail

· Able to multitask and often to deadlines

· Confidentiality and diplomacy are essential.

· Good IT knowledge, including Oracle, Microsoft Office.
· Good company and product knowledge.

· Ability to work alone (but still part of a team).
Location:
Fochabers.
Hours:

Thursday – Friday: 8.30am – 5pm

