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Receptionist 
Location:  Wakefield       
Salary: c£18-20k (depending on experience)  
Job Type: Permanent | Full-Time  

Can You Make an Excellent First Impression?  

 

Our client is shaping the future of building control and a tomorrow that encourages forward 
thinking, empowers architectural ambition and delivers safer buildings. They have become one of 
the forefront Building Control bodies in the country and developed a reputation and service second 
to none. They serve a wide range of clients in commercial, education, industrial, retail, leisure and 
residential and are now looking for an experienced Receptionist to join their growing team. 
 

The purpose of your role will be to provide an effective and efficient reception service for the 
company head office in Wakefield and assist colleagues with admin support as and when required.  
Your primary duties will be in line with the typical tasks and responsibilities of a Receptionist 
including receiving visitors and providing onward direction, ensuring security authorisation is in 
place, answering internal and external telephone calls, dealing with website and enquiries, 
ordering and replenishing stationery and to generally ensure that Reception is kept clean, tidy and 
organised in order to provide the very best service and support.   
 

Ideal candidates will have prior reception or customer service experience and you will need to be 
client focused, friendly and approachable, have an excellent telephone manner with lots of 
enthusiasm and excellent communication skills.  Our client is looking for a service orientated, 
independent and confident individual with a helpful, can-do attitude who has a good level of PC 
skills, is able to support a busy office and provide an excellent service to both customers and 
colleagues alike.  
 

 
 

If you would like to apply for this role, please send us your fully detailed application, quoting job ref. UPR196 to Untapped 
Potential by email to applications@untappedpotentialltd.co.uk.  Closing date for applications is 13th August 2021.  

 

We have a virtual Selection Event planned for 20th August 2021, so please keep this date clear. 
 

 

 

Ideal skills & qualities for this Receptionist role are: 

 

  ▪ Team Player  

▪ High Attention to Detail  

 

▪ Reliable  

▪ Excellent Communicator 

 

 

 

▪ Excellent Telephone Skills 

▪ Enthusiastic   

▪ Adaptable 

▪ Friendly & Approachable 

 


