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Receptionist / Administrator

Our reception is open Monday to Friday 08.00 – 18.00 and we are seeking candidates who would like to work part time either mornings starting at 08.00 or afternoons finishing at 18.00. 
Our receptionists are the first point of contact for most of Creaseys clients and contacts. We are seeking professional and well presented individuals who can make a positive first impression and carry out their duties in a confident and conscientious manner. 
Summary of duties

· Meeting and greeting all visitors
· Answering the switchboard and directing calls where appropriate. 
· Providing refreshments for all meetings in the boardrooms
· Taking lunch requests for meetings, ordering with caterers and ensuring boardrooms are set up for lunch time meetings
· Ensuring boardrooms and reception is immaculately tidy at all times, clearing any crockery after meetings

· Replenishment of any reception stock, restocking marketing material in boardrooms & reception

· Filing, scanning, faxing and binding

· Opening incoming mail, scanning and distributing accordingly
· Dealing with post and special deliveries
· Filing and archiving
· Ordering stationery

· Maintaining VPM database

· Assisting with secretarial duties at peak times
· Completing adhoc tasks
.

Skills and competencies

· Good IT skills – Word and Excel

· Excellent interpersonal and good communication skills 
· Good organisational skills
· Precise attention to detail

· An ability to multi task

· Diplomacy and sensitivity
· A willingness to learn and take on new things

· Effective team working skills
[image: image1.jpg]