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	Job title
	Receptionist
	Date  March 2026

	Reports to (title)
	
	

	Contract/Department
	Native Oak
	

	Location
	
	



Job purpose
Describe the overall purpose of the job in two or three sentences.

	As a receptionist, your primary role will be to provide a professional and welcoming first impression, representing the customer, by demonstrating a high level of customer care, professionalism, and engagement to all staff and visitors of the building in which you are located. 
This role involves managing front desk operations, handling communications efficiently and effectively, and supporting administrative tasks to ensure smooth day-to-day office functioning.




Duties/responsibilities/accountabilities/deliverables
List the main aspects of the job, with an emphasis on duties and responsibilities for junior roles, and accountabilities and deliverables for more senior roles.

	Service Delivery 
· Meet and greet clients’ staff, visitors, contractors and other sites users in a warm, prompt, professional and courteous manner. 
· Issue visitor / contractor security passes and advice named Point of Contact (POC) of visitor arrival. 
· Manage the landlord access control system for landlord visitors and contractors, dependent on site. 
· Manage the distribution and collection of phone/laptop lockers keys to site visitors, depending on site. 
· Provide basic site information, security requirements, barrier gate operation, washroom locations, fire alarm tests etc. to site visitors.
· Maintain visitor records to ensure accurate management information is available on request, including number of visitors to the building, department, and host details. 
· Ensure all visitors to the building are made aware of the security and evacuation procedures.
· Operate the switchboard / telephones, answering, screening, and forwarding calls, taking messages when appropriate. 
· Maintain a clean, hygienic and tidy reception area, including the visual inspection of any visitor toilet areas, so that they always remain presentable. 
· Always maintain a clear desk policy, to comply with instructions relating to security and confidentiality.  
· Maintain stock levels of stationery and order supplies as required, including security passes and lanyards. 
· Complete a range of administrative tasks, including reading and responding to emails on a timely basis. 
· Accept any incoming mail and advice named Point of Contact (POC) of delivery. 
· Adhere to site safety and security procedures and work closely with site security teams. 
· Wear and maintain EMCOR UK branded uniform. 
· Support any on-site VIP Visits, including prior preparation and on-day processes.
· Support Site FM team colleagues, where necessary with other tasks, such as porterage, cleaning and hospitality. 



Resource responsibilities
Indicate the typical number of direct reports, financial responsibility, control over subcontractors and any responsibility for assets, systems or outsourced services.


	




Person specification
Describe the knowledge, skills, qualifications, personality and experience required for the job.

	· Approachable, and professional
· Excellent customer service and communication skills – verbal / written / telephone
· Understanding of site security protocols 
· Able to prioritise workload
· Able to work to deadlines
· IT literate – Outlook / Microsoft Office
· Flexible toward the changes / needs of the business
· Understanding of corporate working environment



Other factors relevant to the job
Enter any additional information which the job holder would need to know, for example: requirement for UK-wide travel, shift patterns, night working, call outs etc.

	· Ability to work flexible hours within clients’ normal operating hours of 07.00 and 19.00 hrs. Monday to Friday. 
· Occasional working hours outside normal hours required to cover events or VIP Visits in receipt of overtime payments.
· Obtain and maintain Security Clearance 
· Complete SIA Security Guard (SG) Training at external training venue.
· Undertake online SCaN Training. 




	Line Manager
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	Date
	




	Job Holder
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	Print Name
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