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Vacancy
Full Time Receptionist
We are a manufacturer of orthopedic components/materials manufactured to high specifications for the medical industry.  Our main focus is to supplying high quality medical products to exacting customer and international specifications.  

In order to support continued business growth we are looking to appoint a full time Receptionist.  
Key Accountable Areas:

· Answer calls and maintain a rapid response rate according to agreed standards

· Operate a variety of standard office machines and personal computer

· Communicate and liaise verbally and in writing between customers/suppliers/visitors/employees, interpret and respond clearly and effectively to spoken requests over the phone or in person, and to verbal or written instructions
· Perform reception duties in and efficient, professional and courteous manner

· To maintain Reception in a clean and tidy condition to enhance the Company’s professional image at all times
· Manage, organise, and update relevant data using the Visitor Access System

· Arrange meetings, conferences, and project team activities

This Exciting Position Requires a Person Who Is:
· Professional and courteous

· Computer literate

· An effective communicator and a good team player

· Methodical and meticulous in approach

· Conscientious and has a self-disciplined approach

· Motivated and flexible in their approach

· Excellent time management and multi tasking skills

· Capable of producing high quality written material by hand

Required Qualifications:  
· Previous experience in a similar role with experience of Microsoft Word, Excel and email
· 3 GCSE’s at Grades A-C (or equivalent) including English Language and Mathematics


Hours of Employment

· Monday to Thursday 08.30pm – 5.00pm,  Friday 08.30am - 1.30pm (35 hour working week)
· Duties and hours may vary dependent upon workload 
Please forward your CV & salary expectations to Tandy Kehoe, HR Manager by email: kehoe@orthoplastics.com or post to Orthoplastics Limited, Grove Mill, Todmorden Road, Bacup, Lancashire  OL13 9EF
Closing date for completed applications is Sunday, 9th July 2017.
Agency CV’s Are NOT Being Accepted For This Position 
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