Job Description and Person Specification

RECEPTIONIST
Rhyl City Strategy

Salary: £12,301
Fixed term contract to end March 2013. 

	Position Detail: Reports to Agency Manager

	Background:

Open Doors is an exciting new venture being established to meet the needs of local employers and provide an effective recruitment service for jobseekers across the North Wales Coast Regeneration Area. The Open Doors Recruitment Agency will match jobseekers to vacancies in the areas of retail, administration, hospitality and catering, social care, tourism and leisure, construction and environment, while providing support and guidance for those furthest from the labour market.  The new service forms a key strand of Rhyl City Strategy’s business plan to tackle unemployment and economic inactivity in the locality. 

Job  Role

The purpose of the Receptionist role is to act as a professional and courteous first point of contact for the Open Doors Recruitment Agency.  The successful candidate will offer exceptional customer service and efficient administrative support as required by the role.  


	Responsibilities:

· Be the first point of contact for customers of Open Doors

· Answer telephone, screen and direct calls 

· Take and relay messages

· Provide information to general public, clients and customers

· Direct persons to correct destination

· Deal with enquiries from the public and customers

· General administrative and clerical support

· Prepare letters and documents

· Receive and sort mail and deliveries

· Schedule appointments

· Maintain appointment diary either manually or electronically

· Tidy and maintain the reception area 
· Any other duties commensurate with the role as required by the Agency Manager.


	Person Specifications

Essential:

· Previous experience of work  in reception/ administration in a busy office environment

· Ability to deal confidently and politely with members of the public

· Knowledge of customer service principles and practices

· Good written and spoken communication skills 

· The ability to work in a fast-paced environment and to stay calm under pressure

·  Knowledge of administrative and clerical procedures

· Good knowledge of ICT and Microsoft office
· Accurate typing skills

· Good organisational skills 

· Good interpersonal skills 

· Self-motivated and able to use initiative 


	Desirable:

· A relevant secretarial qualification 

· The ability to speak in Welsh




