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POST NUMBER: 

I.
IDENTIFICATION OF THE POST






Post Title:

Receptionist





Organizational Unit:
UNDP/RBA/Maputo/Mozambique


Level:  


Post Status: 

Occupied by: ORGANIZATIONAL SETTING:

Supervisor's Title: Coordination Officer




Level: 
Posts Supervised:

	Level
	Post Title
	No.
	
	

	
	
	
	
	

	
	
	
	
	


II. PRINCIPAL FUNCTIONS:

	
	Principal Functions
	Workload

	
	
	Frequency

	1. 
	 Operates the telephone switchboard, answers questions and directs calls to the relevant office staff members. Keep records on outgoing international calls.


	30%

Continuous

	2.
	Receives, screens and directs visitors, following security instructions regarding the control of visitors, answers questions and provides information to visitors.


	     20%

Continuous

	3.
	Ensure the switchboard is always in good working order and liaises with the technician in case of difficulties and malfunctioning. 


	10%

Periodic

	4.
	Keeps up to date list of telephone numbers and offices of UN staff, government officials, embassies and other related organizations.


	15%

Continuous

	5.


	In consultation with the RCO staff, receives, calculates the breakdowns of charges of telephone calls and cell-phones, receives, screens and directs electricity bills with account codes to charge and amount and submit to Finance for payments required.
	10%

Continuous

	6. 
	
	5%

Periodic

	7.
	Supports the RCO in the preparation of yearly UN events, such as in the making UN day invitation envelopes and related matters, assists the UN RCO assistant in the logistical preparation of incoming missions, and with the distribution of UN Greetings cards
	5%

Periodic

	8.


	Performs other duties as required.
	5%

When required


IV. 
GUIDELINES:
Manuals:

- Management of Operation Manual (MOM)

Circulars:

- Administrative Circulars

- Country Field Information

Policy directives:

- Job description

- Office regulation on telephone calls

- National and Internal telephone directory

Established procedures govern:

- Not Applicable

Other existing procedures:

Work-related instructions/objectives primarily provided through

- Division/Sectional Work Plans

Interpretations and deviations:

· Guidelines and instructions provide detailed guidance, which address most issues and aspects of work.

V. CONSEQUENCES OF WORK:

Decisions

- No significant decisions are made. Assignments are specific governing most aspects of everyday work.

Recommendations:

- Provision of recommendations is not a typical feature of the work of the post.

Error:

- Errors normally cause loss of time to the individual and generate the need to redo work.

VI. WORK RELATIONSHIPS:

Typical, everyday contacts required with persons outside the immediate work unit both inside and outside the organization:

	Contact:
	RC Special Assistant
	

	UNDP Unit:
	
	

	Type:
	Coordination Officer
	Frequency:
	Continuous

	Purpose:
	To exchange information necessary to carry out work or provide service.
	

	Contact:
	All staff
	

	UNDP Unit:
	
	

	Type:
	
	Frequency:  
	Continuous

	Purpose:
	To exchange information necessary to carry out work or provide service.
	


VII. REVIEW OF WORK:

· Work is reviewed in detail while in process.

VIII.MINIMUM QUALIFICATIONS:

Education:

- Completion of secondary school with supplemental training in: electronic switchboard operation

Experience:

- General office experience with specialized experience in Telephone Operating

Language requirements:

· English

IX. SIGNATURES – POST DESCRIPTION CERTIFICATION: 

INCUMBENT: Certification of awareness of contents of post description:

	                      Name
	              Signature
	                    Date

	
	
	


SUPERVISOR: Certification of correctness of post description:

	                       Name
	              Signature
	                    Date

	
	
	


CHIEF DIVISION/SECTION: Certification of approval:

	                        Name 
	               Signature
	                     Date
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