JD FOR Front Desk Executive/ Receptionist


· Keep front desk tidy and presentable with all necessary material.
· Greet and welcome guests
· Answer questions and forward incoming calls
· Answer all incoming calls and redirect them or keep messages
· Receive and dispatch Couriers letters, packages etc. and distribute them
· Check, sort and forward emails
· Monitor office supplies and place orders when necessary
· Keep updated records and files
· Take up other duties as assigned (travel arrangements, schedules etc.)
· Vendor Follow-up
· Admin related tasks such as housekeeping supervision, pantry stock supervision and office related official visit
· Registers Maintenance i.e. incoming registers, outgoing registers, material inward or outwards register, employee incoming and outward register, attendance register. 
· Excel data sheet maintenance: -
    1. Generator Usage.
     2. Cars- Service and driven kms in a day. 
      3. Activa- Service checklist.
 

