Job title: Receptionist
Department: [Administration]
Reports to: [Office manager / Administration manager]
Location: [Office address]
Employment type: [Full time / Shift based]
Job purpose
To run [Company name]’s front desk so that visitors, callers and deliveries are handled courteously, safely and without delay.
Key responsibilities
- Greet visitors, check their appointment and inform the person they are meeting.
- Register visitors in the visitor log or system and issue and collect visitor badges.
- Answer, screen and transfer calls, and take accurate messages.
- Receive couriers and deliveries, record them and pass them to the right person.
- Book meeting rooms and prepare them before meetings.
- Answer general enquiries by phone, email and in person.
- Keep the reception area tidy and report building or equipment issues.
- Order reception and kitchen supplies under company policy.
- Follow the emergency and evacuation procedures and keep the visitor list ready.
- Keep visitor and employee details confidential under company procedures.
- Help the administration team with filing, scanning and data entry when the desk is quiet.
Qualifications and experience
- [Secondary school certificate / Diploma].
- [Number] years of reception or customer-facing experience, or none for an entry-level role.
Skills
- Courteous spoken Arabic and English.
- Basic computer skills, including email and [Visitor or phone system].
- Calm, organised and able to handle several tasks at once.
- Discretion with personal information.
Working conditions
Working hours: [Days, hours and any shift pattern, within the Labour Law limits]
Place of work: [Office address]
Probation period: [Number] days, up to 180 days, as set in the contract
Pay and benefits: [Salary range or “to be discussed”], [Housing and transport allowances], [Medical insurance], [Other benefits]
How to apply
[How to apply and the closing date]




