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Job Description

Job Title: Receptionist
Department: Administration
Reporting To: Administration & HR Manager


1. WORKING HOURS / ROSTER
1.1 Normal working hours are:
· Monday to Friday: 8:00am – 5:00pm
1.2 The Employee may be required to work reasonable overtime, including after-hours, weekends, or public holidays, in accordance with business and operational requirements.

2. KEY RESPONSIBILITIES AND DUTIES
2.1 Reception & Front Desk Management
· Greet and attend to staff, visitors, and clients in a courteous and professional manner.
· Serve as the first point of contact for visitors and ensure they are directed to the appropriate personnel or department.
· Maintain a clean, tidy, and organized reception area that reflects a positive image of the Company.
2.2 Telephone & Communication Management
· Answer incoming phone calls promptly and professionally.
· Redirect calls to the appropriate staff members or departments.
· Record and relay accurate messages when required.
2.3 Mail & Correspondence Handling
· Receive and distribute all incoming mail, parcels, and courier deliveries.
· Prepare and manage outgoing mail and packages for dispatch.
2.4 Staff Rations Distribution
· Issue daily staff rations to Casual Workers, Property Department staff, and Hi-Lift Company Ltd staff.
· Maintain accurate records of rations issued where required.
2.5 Stock & Supplier Coordination
· Liaise with suppliers to obtain quotations and place orders for inventory and ration stock replenishment as directed.
· Coordinate with suppliers and the Admin Driver for the delivery or collection of approved orders.
· Monitor stock registers to ensure all incoming and outgoing items are accurately recorded.
2.6 Staff Assistance & Department Coordination
· Attend to staff inquiries regarding the purchase of Safety Boots and other Personal Protective Equipment (PPE).
· Work closely with other departments to process purchasing requests when required.
2.7 Additional Administrative Support
· Assist the Inventory Clerk during monthly stock inventory counts when required.
· Handle general stock-related queries from staff.
· Provide ad-hoc administrative or logistical support as directed by the Administration Manager.

3. MEETINGS
3.1 Attend HR & Admin Meetings and any other meetings as reasonably required by the Company.

4. GENERAL
4.1 The Employee must perform all duties in accordance with Hi-Lift Company Ltd policies, procedures, and safety standards.
4.2 The Company reserves the right to vary duties consistent with the Employee’s role, skills, and operational requirements.


5. ACKNOWLEDGEMENT
By signing below, I confirm my acceptance of this Job Description and my commitment to carry out my duties to the best of my ability.


EMPLOYEE DETAILS					FOR AND ON BEHALF OF HI-LIFT COMPANY LTD
[bookmark: _GoBack]Employee Name: 						Name: 					
Position: Receptionist					Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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