Job Specification                        
Receptionist
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College Campus – College Campus has a vacancy for a Receptionist
Reporting to:
Principal 

Location:
College Campus Pretoria
ACADEMIC QUALIFICATION AND WORK EXPERIENCE
1. Post matric qualification – 2 or 3 year diploma or degree preferred 

2. A minimum of 1 year administrative and management experience 
3. Any combination of experience and education that provides the required knowledge, skills and abilities

COMPETENCIES REQUIRED
1. Interpersonal and communication skills

2. Excellent organisational, administration and computer skills 

3. Must be able to use own initiative and handle pressure

4. Best suited to a friendly, well presented person who enjoys dealing directly with clients

Key Responsibilities
1. Responsible for the management of front office, reception area and related activities

2. Management of the Student Advisors’ and HODs’ diaries: confirming & rescheduling appointments of prospective students and preparation of interview forms & career portfolio files; welcoming prospective students and their parents and seating guests in waiting areas

3. Responsible for receipt & redirection of all deliveries and managing courier system

4. Dealing with all student, parent and visitor enquiries ‘over the counter’

5. Assisting telephonist with overflow of all incoming calls

6. Assisting Cashier with receipting function at busy times

7. Assisting staff and lecturers with any ad hoc activities and requests

8. Managing receipt of all student assignments according to IIE policies/procedures

9. Ensuring all incoming admin forms/documents are given to staff concerned on a daily basis

10. Registration assistant: checking of forms and printing student cards

11. General office filing and administration including a ready supply of all documentation/forms and compilation and distribution of staff rosters

12. Assist FT Student administrator with capturing of data base

13. Keep informed of all daily notices and activities(FT & SLP) so that all relevant information on hand

14. Ensure that all students are notified of post/cheques ready for collection from reception


                                                                                                   
“An equal opportunity employer”

