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JOB DESCRIPTION
JOB TITLE:


P/T RECEPTIONIST
DEPARTMENT:


UNION RECEPTION DESK
ACCOUNTABLE TO:
Commercial Operations Manager 
or General Manager

RESPONSIBLE FOR:           

Duties/Tasks

· Attend front reception

· Verify users of the building, i.e. check student / staff id cards / visitors as detailed within the entry protocol information

· Seek assistance from Student Association staff or officers, if you are asked a student based or RGU enquiry and require assistance
· Keep reception / ground floor / seating area clean, tidy and free of litter
· Ensure reception & quiet area literature is current & tidy 

· Inform the Porter if fire door alarm activated for the Porter to investigate

· Check and Sign in deliveries and inform the Porter to take to the relevant department

· To the best of your knowledge, advise individuals on general information about the Student Association, Events being held at the Union, Robert Gordon’s University, Aberdeen in general and local relevant services

Other reasonable duties maybe be requested from the Commercial Operations Manager or General Manager
Applicable to all employees

1. To carry out any other reasonable duties requested by the Commercial Operations Manager or General Manager. 
2. Familiarise and understand the Union Mission Statement, Objectives and Departmental Action Plans. 

3. Fully understand and implement the Environmental Policy within your duties and responsibilities.

4. Use the recycling facilities in accordance within your designated area and where appropriate throughout the Student Association.

Health & Safety

1. To take reasonable care and be aware of your legal responsibility for Fire precautions and Health & Safety at work.

2. To co-operate with employer/manager to satisfy all requirements of the Health & Safety at Work Act 1974.

Signature of Employee ____________________Date______

