








<Insert Date>
<Insert Company Name> – Office Junior
Job Description

Aim
· Enhance your knowledge and develop the skills to allow yourself to assist in delivering the high level of client service that is required to the customer base of <Insert company name>. To execute our work programme in a timely and professional manner to allow the business to grow and achieve greater efficiencies and profitability.
Reporting

· <Insert supervisor’s name/s>
Activities & Responsibilities
· Telephone answering and taking messages
· Answering of incoming call and faxes

· Take messages and distribute via email

· Respond to clients as required 

· Post
· Clearing of post box daily

· Posting outgoing mail

· Management of postage

· Banking
· Compile banking

· Deposit banking at branch

· Couriers

· Booking couriers

· Liaison with courier company

· Correspondence

· Create and send customer correspondence via post and email as required

· Stationery

· Ensure that stationery stocks are maintained

· Data base

· Manage the client data base with the input of new client detail

· Ensure that updates are made to the client data base when changes are made

· Spread sheet data entry

· Construction and entry of spread sheet data as required

· Filing

· Filing of company and client documents as required 

· Document management

· Archiving and shredding as required

· Updating of library and forms

· Creating, altering and printing of internal company forms
· Other duties as required

Confidentiality
· Ensure that client & company confidentiality is maintained at all times

Acceptance of job description

I have read and understand the information included in this job description. I understand what my aim, responsibilities and duties will be.  I accept this job description as a condition of employment with <Insert company name>.
_________________




_________________

Employee






Date

