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JOB TITLE:	RECEPTIONIST

CORPORATE INFORMATION 
1. Position Level: 	Band D	 
2. Salary Range: 	$16,354.00 - $20,413.64.
3. Duty Station: 	Corporate Service Division
4. Reporting Responsibilities:
a. Reports To:    Senior Human Resources Analyst	
b. Liaises with Manager MHRAT, the Head of Divisions, Executive Management, Members of Parliament (MPs), Parliament Staff, stakeholders, and the public.
c. Subordinates:	None.


POSITION PURPOSE
To provide professional reception, switchboard, and administrative support services that contribute to the efficient operation of the Corporate Services Division.

KEY RESPONSIBILITIES 
The position will achieve its purpose through the following key responsibilities:  

1. Manage the Corporate Services reception by welcoming visitors, responding to enquiries, verifying appointments, and directing visitors to the appropriate officers or service areas.
2. Operate the Parliament switchboard by answering, screening, transferring, and monitoring calls to ensure efficient communication across Parliament.
3. Provide professional, courteous, and timely customer service to Members of Parliament, staff, stakeholders, service providers, and members of the public.
4. Maintain visitor registers, reception records, enquiry logs, and other reception-related information accurately and confidentially.
5. Provide administrative support to the Human Resources, Administration and Training Unit, including document preparation, filing, records management, scheduling, data entry, and maintenance of administrative records.
6. Monitor the reception area, waiting areas, and common office spaces to ensure they remain clean, organised, safe, and presentable and report any maintenance or facility issues for action.
7. Assist with the coordination of office facilities, staff amenities, office supplies, and service requests to support the efficient operation of the Corporate Services Office.
8. Support the delivery of Human Resources, Administration, Training, and Corporate Services activities through administrative, logistical, and customer service support as required.

KEY PERFORMANCE INDICATORS 
Performance will be measured through the following indicators:

1. Professional reception, visitor management, and customer service are provided that promote a positive image of the Parliament of the Republic of Fiji and the Corporate Services Division.
2. Parliament switchboard services are managed effectively to ensure timely, accurate, and responsive communication with internal and external stakeholders.
3. Administrative, records management, and correspondence functions are completed accurately, confidentially, and within agreed service standards.
4. All other agreed tasks/activities are delivered within agreed timelines and compliant with relevant standards, policies, and legislations.

PERSON SPECIFICATION
 
A Year 13/Form 7 pass, Certificate or Diploma in Office Administration, Business Administration, Secretarial Studies, Customer Service, Public Administration, or a related field, or equivalent relevant work experience:
      
KNOWLEDGE AND EXPERIENCE
1. At least two years' experience in reception, customer service, office administration, or a similar role.
2. Demonstrated experience working in a professional office environment providing reception and administrative support services.
3. Sound knowledge of office administration, customer service, records management, and correspondence management practices.
4. Experience using Microsoft Office applications and electronic office systems.
5. Understanding of public sector service delivery and administrative processes.
6. Working knowledge of the Constitution of the Republic of Fiji and relevant laws, regulations, and policies governing public service operations.

SKILLS AND ABILITIES
1. Proficiency in Microsoft Office 365 applications including Outlook, Word, Excel, Teams and SharePoint.
2. Ability to manage visitor access and maintain confidentiality in a parliamentary environment.
3. Strong organisational and time management skills with attention to detail.
4. Ability to coordinate multiple enquiries and competing priorities.
5. Ability to maintain accurate electronic and manual records.
6. Sound understanding of workplace health, safety, and security procedures.
7. Professional presentation and customer-focused approach.

PERSON CHARACTER AND POLITICAL NEUTRALITY 

The Parliament of the Republic of Fiji operates in a politically sensitive environment.  Any person who is and is seen to be active in political affairs and intends to publicly carry on this activity may compromise the strict political neutrality of the Parliament of the Republic of Fiji and cannot be considered for employment.
All applicants for employment in the Parliament of the Republic of Fiji must be under the age of 60, in sound health, with a clear police record. The successful applicant will be required to provide a police clearance report and medical certificate. 
The Parliament of the Republic of Fiji is an Equal Opportunity Employer. Applications are encouraged from all eligible, qualified applicants. Only the specific knowledge, experience, skills, and abilities required for the job will be considered in assessing the relative suitability of applicants.
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