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25th June 2014
RECEPTIONIST POST (1)

SUMMARY
Responsible for handling front office reception and administration duties, including answering phones, handling company inquiries, and sorting and distributing mail, also schedule meetings.
	
PRIMARY RESPONSIBILITIES
· Answer phones
· Route calls to specific people.
· Answer inquiries about company.
· Greet visitors warmly and make sure they are comfortable.
· Schedule meetings and conference rooms.
· Ensure reception area is tidy.
· Coordinate mail flow in and out of office.
· Coordinate office activities
· Arrange appointments.
· Send email and faxes.
· Collect and distribute parcels and other mail.
· Perform basic bookkeeping, filing, and clerical duties.
· Update appointment calendars.
· Schedule follow-up appointments.

SKILLS
The incumbent must demonstrate the following skills:
· Team building
· Analytical and problem solving
· Decision making skills
· Effective verbal and listening
· Communications skills (English & Swahili)
· Computer skills including the
· Ability to spreadsheet and word processing programs at a highly proficient level
· Stress management skills
· Time management skills

	
PERSONAL ATTRIBUTES
The incumbent must demonstrate the following personal attributes:
· Be honest and trustworthy
· Be respectful and smart always.
· Possess cultural awareness and sensitivity
· Be flexible
· Demonstrate sound work ethics

Please send your applications including updated CV before 5th July 2014 to hr@kisimawater.com 
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