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	Position Title
	Receptionist – Richmond University
	
	Department
	Security
	

	
	Generic Job Title
	
	
	Segment
	Universities
	

	
	Team Band
	
	
	Location
	Richmond American University
	

	
	Reports to
	FM Administration Manager
	
	Office / Unit name
	Reception – Richmond Campus
	

	

	
	Organisation structure
Reporting to: FM Administration Manager – General FM Services Manager

	

	

	
	Job Purpose

To provide a high profile reception service. To ensure a friendly and welcoming, professional service is delivered to all guests making enquiries or visiting the University. To provide a point of contact for students to assist with general enquiries. To participate in incident management. To provide admistrative support as may be required by the General Manager.

	

	

	
	Accountabilities or “What you have to do”

· Ensure all maintenance bookings are processed through the correct procedures and systems available. To assist staff and students to set up maintenance accounts via the Estates & Facilities helpdesk
· To receive all visitors and sign them in and to contact their University contact
· To assist Admissions Department with providing information to visitors about the University
· To maintain and organise a list of contacts within the University 
· To ensure effective communication with the client and throughout all departments to ensure all booking and visitor requirements are met. Check security and reception emails and book events into calendar
·  To ensure documentation and administration procedures are carried out accurately and are available to the manager at all times

· Undertake regular checks to ensure that reception and security areas are clean and presented to the Company's standards and the Client's satisfaction.

· To assist security with administration tasks and ID card processes

· To answer incoming calls and forward as appropriate

· To assist with receiving of packages and deliveries

· To ensure visitors had ID cards and assist security with front door monitoring, access control, fire alarms, evacuations, first aid and calling out emergency contractors
· Security Systems Management

· Adhere to the company security procedures and maintain client confidentiality at all times.
· To carry out any reasonable request made by the management, outside normal duties, but within the scope of the job.
· To provide cover for security office when required.
· Added value services.
	

	


	

	
	Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”

· Student and visitor enquiries are dealt with efficiently and expectations exceeded
· A professional service and appearance is delivered at all times
· An excellent relationship will be maintained with University students, staff and facilty

	

	

	
	Dimensions 


	

	
	Financial
	The delivery of the service must be met within costs approved by the client 
	

	
	Staff
	Operating within a the security team and other departmental team members and heads of department
	

	
	Other
	This role forms part of a wider team that provides Facilities Management services to Richmond American University
	

	

	
	Knowledge, skills and experience

Essential

·  Previous experience within a quality focussed corporate reception or University reception
·  High level of IT skills with experience of microsoft computer packages and room booking systems
·  Professional attitude, appearance and commitment to delivering a high level of customer service
Desirable

·  Experience in providing assistance with ID card systems
·  Experience in hospitality or  hotel services and customer service
·  Knowledge of Company admin procedures and policies
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