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Role Profile 
	1. JOB DETAILS:

	Position Title:
	Receptionist

	Reports to
	Facility Administrator

	Division / SBU:
	Energy & Resources

	Function:
	Chrysaor Aberdeen Office Services

	
	


	2. JOB OBJECTIVE:

	 To provide a professional, efficient, enthusiastic and motivated reception service for Chrysaor.
Ensure that all visitors to Chrysaor offices are made to feel welcome and are given the information necessary for their visit to be safe and a positive one.



	4. KEY ACCOUNTABILITIES: 

	Description

	

	· Ensure that all work is carried out in accordance with company policies and procedures at all times

	· Act as the first point of contact for all clients and visitors on a daily basis, providing a professional and friendly front of house service

	· Participate in emergency response duties 

	· Adhere to all ER procedures and any updates and amendments’ 

	· Ensure that reception is manned during core office hours, Monday to Friday 

	· Booking of meeting rooms and taxis as required

	· Ensuring that all visitors, temporary personnel and contractors sign in as required and are issued with the relevant security ID pass badge

	· Ensure that Security ID pass badges are visibly displayed at all times

	· Ensure that all visitors view the site safety induction at reception

	· Notify relevant personnel when visitors have arrived and ensure that they are escorted to and from reception

	· Ensure all calls are answered within agreed response times  and that they are handled promptly and efficiently

	· Ensure that reception is neat and tidy at all times

	· Presentable at all times wearing the uniform provided

	· Update meeting room daily calendars as required 

	· Aim to be proactive and seek ways to continually improve on service delivery. 

	· Ensure that visitors comply with all HSE/Building policies and procedures

	· Be responsible for own health and safety and those around you

	· Report any concerns about health and safety immediately

	· Assist with Mail room duties

	· Assist with additional administration duties, as and when directed by Facility Administrator

	· To maintain and update relevant information,


	5. Performance INDICATORS (INDICATIVE): 

	· KPI -Trackers

	· One to One feedback with line supervisor

	· Feedback from visitors and the business


	6. COMMUNICATIONS & WORKING RELATIONSHIPS:

	Internal: All departments, Client, Sodexo team
External: The general public, suppliers 


	7. LEVEL OF INFLUENCE & DECISION MAKING AUTHORITY: 

	· Reports to Facility Administrator
· Reports to Facilities Team lead


	8. QUALIFICATIONS, EXPERIENCE, & SKILLS: 

	Minimum Qualifications:

Minimum Experience:

· Previous three year’s experience in a customer facing reception role
Job-Specific Skills:
· Excellent customer skills
· Ability to liaise effectively with people at all levels

· Excellent organisational skills

· Excellent telephone manner


	9. COMPETENCIES, CORE VALUES, BEHAVIOURS: 

	· Relationships: Seek to build strong mutually respected relationships within Chrysaor and Sodexo team and with all internal and external contacts
· Social Responsibility; Endeavour to consider ways we can positively impact the wider community in our daily activities or through specific actions.
· People:  Always treat others with respect & in a manner you would wish to be treated
· Innovation: Seek, indentify and implement innovative solutions to your duties and responsibilities

Integrity: Always act with integrity in all interactions with colleagues and external contacts
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