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Receptionist
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Company: The Recruitment Group

Location: Curbridge, Oxfordshire

Category: management

We are delighted to be working with a local and reputable organisation who are looking for a

Receptionist to join their friendly team on a temporary to permanent basis. 

As the Receptionist, your main duties will include: 

. Answering the phone and directing calls through to the appropriate department. 

. Greeting customers. 

. Taking messages. 

. Preparing meeting rooms. 

. Booking of hotels. 

. Responding to emails. 

. General administrative support. 

The ideal Receptionist will: 

. Be passionate about providing a high level of customer service. 

. Be able to work independently, using your own initiative. 

. Have experience using Microsoft Office packages. 

This position is Monday to Friday, 8am - 4:30pm.

For more information and to apply, get in touch with our Witney branch or click 'Apply Now' to

submit your application. 
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We wish you the best of luck in your job search! 

If you would like to know how we will store and process your data, please read our GDPR

Data Protection Statement on The Recruitment Group website.

Apply Now
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