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OPEN COLLEGE NETWORK NORTHERN IRELAND
‘Our Mission is to develop and award qualifications which engage, enrich and equip learners for life.’ 
	JOB TITLE: 


	Receptionist

	RESPONSIBLE TO THE POSITION OF:


	Head of Customer Services 

	CONTEXT
The Open College Network Northern Ireland (OCN NI) is a UK recognised Awarding Body based in Northern Ireland. We are regulated by CCEA Regulation to develop and award regulated professional and technical (vocational) qualifications from Entry Level up to and including Level 5 across all sector areas.  In addition, OCN NI are also regulated by Ofqual to award similar qualifications in England.



	PRIMARY PURPOSE OF THE JOB-: To provide a professional reception service, event management and administrative support to the Customer Services Team.


	MAIN AREAS OF RESPONSIBILTY:
	KEY RESPONSIBILTIES-:



	Reception 

	· Provide a warm and professional greeting to callers in person and by telephone.
· Operate the Company switchboard and direct telephone calls as appropriate.
· Collation of in-coming and out-going post.
· Organise the reception area, ensuring it is tidy and presentable and supplies. of information leaflets are kept up to date.
· Receive visitors, issues visitor badges and provide refreshments.
· General administrative duties including data input, photocopying/scanning and ordering supplies as necessary.

	Event Management
	· Assist with preparation for events, including arranging rooms and hospitality for meetings.
· Manage meeting room diaries and coordinate room bookings.

	Customer Services
	· Maintain all internal and external service standards to meet customer requirements.
· Assist the Customer Services team by providing general telephone advice and guidance to Centres and assisting with the processing of registrations and certifications.
· Provide administrative assistance to the Customer Services team.

· Ensure all data and information relating to areas of work are managed and maintained in line with data protection regulations (GDPR) and OCN NI protocol.  

	Health & Safety:



	· Be aware of the Health and Safety Regulations applicable to the working environment and adhere to same.

	Quality Management System
	· Ensure compliance with the Company’s Quality Management System and IS0 9001 requirements.

	Other:



	· Undertake such training and personal development that is identified by OCN NI through its annual review to ensure your own personal CPD remains current.

· Undertake and assist on other ad hoc projects as and when required.

· Other duties as required by the organisation
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	Personnel Specification
	Receptionist



	Essential 

Qualifications & Experience
	· A minimum of 5 GCSE’s at Grade C or above to include English Language and Mathematics or equivalent vocationally related qualification/s (this may include Level 2 Essential Skills).

· A minimum of 2 years’ relevant work experience in a receptionist/administrative office environment to include the following:

· Experience of carrying out a range of receptionist duties including:
· Experience operating a switchboard telephone system

· Dealing with customer queries
· Producing general correspondence

· Experience of providing clerical/secretarial assistance in line with organisational procedures
· Experience of event management
· Competent in the use of Microsoft Word, Excel and Outlook.
· Excellent organisational/administration skills with the ability to plan and prioritise tasks within an agreed work schedule. 

· Excellent customer service skills and telephone manner.
· Ability to communicate effectively with a wide range of people.
· Ability to work on own initiative and as part of a team. 

· Flexible, willing to adapt to new tasks and duties. 



	Desirable 

Qualifications & Experience

	· A qualification in Business Administration/Customer Services or similar subject area.
· Five years or more relevant work experience in a receptionist/administrative office environment. 
· Experience of working in an awarding body or examinations environment.



