Job Description


	Receptionist

	1. Job Environment

	Position Information:
	Reporting Lines:

	Division:  Program Implementation
Department: FHH
Position: As per ABP
Location: Regions/PMOs
Duration: On going
	Report To: 

MS





	2. Job Objective 

	This position is responsible for the professional and efficient managing of visitors, clients, telephone calls and messages, as well as a variety of clerical duties that support services, information and referral.



	3.Functions of the Position

	1. To receive the patient at reception with respect and to enquire about their problem
2. To satisfy the patients in a humble manner and guide them to meet the concerned Doctor / official.
3. To prepare yellow card along with cash receipt of purchee fee etc as per their requirement.
4. To record the purchee fee etc in daily record book placed at reception and to maintain the record register in neat and clean form (avoid cutting).
5. Prepare a daily statistic and submit to concern person.
6. Receive incoming mail at the reception and put up to the concerned officials.
7. To create a healthy atmosphere in and around the reception premises.
8. To update the admitted patients record at notice board.
9. Be vigilant about the visiting clients and other persons
10. To deliver correct information on telephone about timings/ consultants/ doctors/ facilities available at clinic.
11. Keeps and update the list of names, addresses and telephone numbers of concerning officials.
12. Co-ordinate with other related offices on routine matters.
13. Perform other duties as and when required.
Special Condition:
[bookmark: _GoBack]R-FPAP is committed to safeguarding and promoting the welfare of children and young people and expects all staff to demonstrate the willingness to sign and  the adhere to the Code of Conduct and Safeguarding Policies 
Rahnuma-FPAP staff must ensure compliance with appropriate safeguarding policies that reflect the standards and commitments in R-FPAP's safeguarding. These include Children & Vulnerable Adults Policy, Code of Conduct, Respect At Work Policy and Raising A Concern Policy from time to time, as well as the relevant local statutory provisions relating to safeguarding children and vulnerable adults'.
Prior to an appointment being confirmed completed background check including three verifies references, Police Check; Identity; Qualifications and experience check.



	4. Interaction

	Within the organization
	Outside the organization

	Regional Staff
PMO Staff
Head Office

	Clients
Visitor
Volunteers
Donor
Government of Pakistan
Partner organizations
Market Based Other NGO



	5. Competencies

	  Knowledge                         
 Speaking                             
             Active Listening
             Reporting
            Counseling              
	Skills
Motivating Others
Record Keeping                           Coordination
Monitoring
	Abilities
Service Orientation
Problem Sensitivity
Social Perceptiveness
Computer 



	6.Desired Profile of Incumbent Person Specification

	1.Education/Qualification:
	2.Work Experience & Traits:

	BA or F.A. (with additional relevant experience)

	1 to 2 years experience on the same position in social sector around the theme of RH/SRH & Rights
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