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	Job Title:
	Receptionist

	Department:
	Reception 

	Responsible to:
	Front Office and Travel Office Coordinator 

	Job Purpose:

The Receptionist is at the forefront of the UCLan Cyprus promotional and customer care activities and customer services ensuring prompt, updated, positive, helpful, and supportive information point. The main purpose of the Receptionist is to provide a high quality, courteous and helpful first support, service and information to any incoming request from either students, staff, associates and guests, visitors.

	Duties and Responsibilities

	1. Operation of the University Switchboard System and computerised directory system.

	2. To be responsible for the reception and information point operation ensuring a physical environment which is healthy, safe, tidy and welcoming:
· To ensure high quality of service and adequate cover of reception and switchboard at all times
· To organise daily the reception area

· To cover adequately the information point and reception function

· To ensure updated information is delivered to any incoming request.

	3. To work closely with the other departments and teams of UCLan Cyprus to co-ordinate and ensure that adequate and correct information is given for anything that the information desk at reception must be informed of, including provision of course information, induction advise and information, office hours, general information about the university, directional information, advice to current and prospective students, timetable of courses, offers and campaigns and recruitment information, information for events, special seminars, activities, conferences and other.

	4. To organise the mailing of the University and register incoming and outgoing communication received either via fax or info email or post, with log and indexing as required. 

	5. To communicate effectively and efficiently for any actions needed for the incoming or outgoing mail.

	6. To direct incoming requests and enquiries to related departments and responsible staff.

	7. To carry out clerical support duties as required and as appropriate within a reception setting.

	8. Report any incident to security.

	9. Register visitors in the visitor’s log sheet file and direct them to the appropriate person.

	10. To update assignment boxes with upcoming assignment deadlines

	11. To carry out other duties commensurate with the grading as required.


	Reference Number:
	

	Closing Date:
	

	Name: 
	                                                                              Date: 
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	Job Title:
	Receptionist

	Company
	UCLan Cyprus Ltd


	Attributes
	Essential
	Desirable
	Measured By

	Work Experience


	Minimum of Two Years’ Experience working in a busy office/reception environment, including general clerical experience and customer support and services.
	Experience within a university or school/college environment


	

	
	Excellent knowledge of Microsoft Office packages including Word and Excel.
	Indexing applications
	Application form/interview

	
	Working experience of coordinating team activities such as diary management, task management.
	
	Application form/interview

	
	Experience of dealing with a range of situations in a customer-focussed manner
	
	Interview

	Education/Qualifications


	Degree in Office Administration, or other related field
	Master degree will be considered an advantage.
	Application form

	
	Excellent knowledge both verbal and written and speaking and listening in English and Greek
	
	Application form and interview

	Skills/Abilities


	Excellent communication skills both verbally and in writing.
	Numerate with an aptitude for figure work
	Application Form

	
	Ability to work as part of a team
	
	

	
	Ability to function under pressure and to handle high volume work within set timescales
	
	

	
	Experience of handling petty cash
	
	

	Personal Details


	Outgoing personality, helpful manner, mature outlook
	
	Interview

	
	Flexible person available to cover for relief at other times
	
	



