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The reception is the first place a visitor sees when entering an organisation.  It is important, therefore, that it creates a positive image by:

· creating a good impression

· being organised and efficient (visitors are not left unattended etc)

· being welcoming and comfortable for the visitor

Reception is very important because it:

· provides an area for visitors to report to

· is a way of welcoming, checking and directoring visitors

· provides a first security check on all visitors

Main features of a good Reception Area

· reception desk can be seen easily when entering (reception is usually at the main entrance)

· the waiting area for visitors should be close to the reception desk

· comfortable seating and magazines or brochures provided

· refreshments may be available

· clean and tidy reception area often with plants and pictures

Security features are essential to protect both the building and the people inside.  [image: image2.png]



The Receptionist obviously plays a very important role in any company.  He\she is usually the first person a visitor will see and it is important to create a good impression.  A good receptionist should have the following qualities:
· well-groomed (neat & tidy appearance)
(  know the company and staff well

· tactful
(  calm\patient

· polite
(  helpful

· well organised




Main duties of a Receptionist

· dealing with visitors

· handing out security passes to visitors

· keeping the appointments book up to date (may be an electronic diary or a book)

· looking after and checking the visitors book or reception register

· looking after the staff In\Out book

· operating the switchboard

· taking telephone message and passing these onto staff

· sending & receiving faxes

What type of visitors come to Reception?

· Visitors with appointments eg applicants for jobs or interviews; people from other firms

· Visitors without appointments eg sales representatives, customers with complaints

· Regular callers eg post person, courier, window cleaner

Dealing with visitors without appointments

· ask the visitor who they wish to see

· ask the visitors name and\or take their business card

· contact the member of staff the visitors wishes to see

· if the person is available, ask the visitor to sign the visitor book, issue a security pass and direct them to the member of staff or

· if the person is unavailable, ask if another member of staff could help or ask the visitor to make an appointment
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Unit 2c – Revision Notes








Advantages of Using an Electronic Diary





easy to change, add or delete information


the computer will remind you of any appointments you have made


you can print copies of the diary


regular appointments can be easily updated











Security measures in companies include:





security camera(s) and monitors


ID Badges – for staff and visitors


entry-phone


swipecards


keypads
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