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	Job Details


	Job title
	Work unit:
	    


	Receptionist 
	City & country:
	    Verneuil sur Avre, FRANCE


	Job holder name:
	Direct reporting line:
	    


	    
	Dotted reporting line:
	    


	Job Purpose


	 The Receptionist will be the first point of contact for the company and she will be provide administrative support across the organization.

She will handle the flow of people trough the business and ensure that all responsibilities are completed accurately and delivered with high quality and in a timely manner


	


	Job Scope


	

	The Receptionist is always representing he company. Ensure the reception and the communication of the school.


	Internal & External Interactions


	Internal: all the school
External: Parents / Customers, prospective parents, visitors to the school, suppliers
Working Environment:  The receptionist is the first person that employees, students and external contacts will see.  


	Key Accountabilities


	· Serve visitors by greeting, welcoming, directing and announcing them appropriately

· Embrace, conduct and encourage the ethos and standards of excellence as defined in the GEMS Core Values.

· Answer, screen and forward any incoming phone calls while providing basic information when needed

· Receive and sort daily mail/deliveries/couriers

· Maintain security by following procedures ans controlling access
· Update appointment calendars and schedule meetings

· Perform other duties as filing, photocopying, collating, faxing

· Sorting and distributing post

· Answering and forwarding phone calls

· Maintains safe and clean reception area



	Key Performance Indicators (KPI’s) – Measurable


	


	Person Specifications


	Qualifications / knowledge:
	Strong administration skills and Microsoft office skills.

Strong interpersonal skills, and experienced in working in multi-cultural environments is required. 


	Skills:
	Professional appearance

Solid communication skills both written and verbal

Ability to organize, multitask. 


	Experience:
	Proven work experience in similar roles. 


	Acceptance & Approvals


	Confirmed by job holder
	Reviewed by line manager
	Approved by
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