	Job Description and Specifications

	Position Title
	Receptionist
	Position Grade
	

	Department
	SLINA Finance
	Location
	Windhoek

	Reports to
	Accountant
	Direct Reports
	None

	Internal Relations
	Operations Division (Fleet, Clearing, POD, Abnormals and Specials) Finance, IT, HR, Contract Logistics 
	External Relations
	3rd Party Service Providers, Clients

	Job Code
	REC
	


	Basic Function
	Receptionists handle a variety of administrative support tasks, including answering phones, receiving visitors,


	Key Responsibilities 

	Core
	1. Answer telephone, screen and direct calls 

2. Take and relay messages

3. Provide information to callers

4. Greet persons entering organisation

5. Direct persons to correct destination

6. Deal with queries from the public and customers

7. Assisting colleagues with administrative tasks.

8. Provide excellent customer service.

	EHS
	1. Ensure that Business Unit adhere to prescribed Regulatory Stipulations such as OHS, Safety and Security, Namlog policies and procedure.

2. Management and Maintenance of Safety and Security of all Cargo, Equipment and Employees.

3. Adhere to PPE requirements of Employees


	Decision-Making

	1. Correct action according to the authority limited.


	Key Performance Indicators (KPIs)

	1. Abide by the goal setting forms (Individual KPI’S) of the current financial year


	Qualification

	Qualifications
	1. Grade 12 (Matric) 



	Experience 

	1. Good knowledge of Microsoft Excel (setting up and editing spread sheets)

2. Microsoft Word and Outlook

*Note: Industry Experience wherever its applicable



	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Organizational & Environmental Awareness 

· Networking / Relationship Building

· Conflict Management 

· Risk Management 

· Influence 

· Initiative 

· Planning & Organizing

· Decision Making

· Teamwork 



	Competencies - Technical 

	· MS Office (Excel, Word, PowerPoint, Visio, Outlook) Knowledge

· Inhouse System (LMS, etc.)

· Language Proficiency knowledge (English)

· Management of Health and Safety Knowledge

· Total Quality Management Knowledge




	Competencies – EHS

	· Knowledge of basic environment health and safety requirements

· EHS corporate objectives awareness

· Awareness of Environment Health & Safety incident reporting
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I hereby confirm my utmost commitment in fulfilling all the requirements including above and any amendment to this document.

Management reserves the right to amend the Job description at any time without prior notice.
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