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RECEPTIONIST
FEBRUARY 2012
NAME OF POSITION
Receptionist
Fasset, Blackheath, Randburg, Gauteng
QUALIFICATION AND REQUIREMENTS 
· An NQF Level 4 qualification (e.g. Matric), with at least 2 years relevant or related experience.

· This is an affirmative action appointment (including Black, Indian, Coloured and/or Person with Disability).
GOALS AND OUTPUTS OF POSITION
The primary purpose of this position is to provide frontline receptionist functions, secretarial services when required and client liaison. 
	Key Performance Area
	Weighting

	Service Support
	60

	Administrative services
	20

	Correspondence
	20

	Total
	100


OUTPUTS OF POSITION

1. Service Support
· Receiving and directing incoming telephone calls

· Providing messaging services

· Receiving and directing visitors

· Maintaining registers

2. Administrative services
· Maintaining mailing databases

· Providing administration assistance to all department

3. Correspondence
· Receiving, recording and distributing all incoming mail
· Receiving, logging and recording tender documentation

· Overseeing courier documentation for collection
EXPERIENCE AND SKILLS NEEDED

· Client service and customer oriented skills

· Excellent communication and interpersonal skills

· Good listening, speaking and writing skills, specifically English
· The ability to interact with difficult clients

· Competency in speaking one other official language
· Meticulous attention to detail

· Ability to function as part of a team, but also to work without supervision and to carry out instructions

· Ability to work under pressure and prioritise tasks

· Self-motivated
· Good personal organisation
· MS Word on intermediate level, especially mail merges

· MS Excel on intermediate level, especially spreadsheet creation, sorting
· Internet

· Windows explorer – creating folders, transferring and saving files etc …, intermediate level

· Knowledge and/or awareness of the skills development environment
DATE OF COMMENCEMENT OF POSITION

Fasset requires applications for a full-time Receptionist to this post to begin on 1 April 2012.
SALARY

R120,000 to R130,000 per annum (cost to company). Fasset does not offer any employee benefits such as pension or medical aid.
ASSESSMENT

Applicants will be required to take a proficiency test, testing the elements above and will be expected to make a maximum of 2 hours available for both the interview and proficiency assessment.
Shortlisted applicants will be required to participate in psychometric testing, testing the elements above and are expected to be available for a full day for the psychometric testing.
CONTACT DETAILS FOR RESPONDENTS
Send your full curriculum vitae (including names, postal/email addresses, telephone/fax numbers of 2 referees) to Gugu Moetanalo, Fax 011 476 5756 or e-mail gugu.moetanalo@fasset.org.za for receipt no later than 21 February 2012 at 12h00.
Should you not hear back from us by 2 April 2012, please assume that your submission was unsuccessful. 

Thank you for your interest.
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