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	You must be able to: 

	1. Understand reception services.

	1.1 Explain the receptionist’s role in representing an organisation.
	
	
	

	1.2 Explain an organisation’s structure and lines of communication.
	
	
	

	1.3 Describe an organisation’s standards of presentation.
	
	
	

	1.4 Explain the health, safety and security implications of visitors to a building.
	
	
	

	1.5 Explain how to deal with challenging people.
	
	
	

	2. Be able to provide a reception service.

	2.1 Welcome visitors in accordance with organisational standards.
	
	
	

	2.2 Direct visitors to the person they are visiting in accordance with organisational standards.
	
	
	

	2.3 Record visitors’ arrivals and departures in accordance with organisational procedures.
	
	
	

	2.4 Provide advice and accurate information within organisational guidelines on confidentiality.
	
	
	

	2.5 Keep the reception area tidy and materials up-to-date.
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	2.6 Answer and deal with telephone calls within organisational standards.
	
	
	

	2.7 Adhere to organisational procedures on entry, security, health and safety.
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