Job Description


	Office Attendant

	1. Job Environment

	Position Information:
	Reporting Lines:

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

Admin & HR Officer

Directly Supervise: 




	2. Job Objective 

	[bookmark: _GoBack]Perform a key role in creating a positive environment for staff and visitors by ensuring that the premises of the consortium office are clean awnd attractive and people are served hygienic beverages and food.



	3.Functions of the Position

	1. Provide hygienic drinks and balanced meals for staff and guests.
2. Maintain and clean-up of office premises and front and back areas.
3. Show good manners with staff and guests.
4. Distribute letters, memos, faxes and other documents.
5. Make photocopies ensuring safe keeping of original documents and handling photocopying machine carefully.
6. Assist in making arrangements for meetings, in-house workshops (i.e. arranging tables, chairs, boards etc and re-arranging after completion of event).
7. Attend visitors as and when required.
8. Answer the telephone and transfer calls or take messages, when staff is absent or occupied.
9. Take care of kitchen related items as per inventor (i.e. utensils and pots) and report any defects or shortage immediately to supervisor.
10. Prepare and serve hot and cold beverages to staff and visitors.
11. Ensure sufficient cleanliness and hygiene of pots.
12. Bring office/kitchen related items from market, if required
13. Any other duty assigned by supervisor.



	4. Interaction

	Within the organization
	Outside the organization

	Regional Staff
Flied Staff

	Visitors
Clients



	5. Competencies

	Knowledge
Patient Handling
Personal Service
Hygiene

	Skills
Complete time sheets
Activeness
Monitoring

	Abilities
 Know safety measures
Numeracy skills, for measuring out cleaning fluids
Active Listening
Clear Speaking
Reading Skills




	6.Desired Profile of Incumbent Person Specification

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

	Metric
	1 to 2 years experience in same capacity
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