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Generic job description and selection criteria 
	Job title
	Porter

	Department
	

	Grade and salary
	Grade 1


Job description

Overview of the role
Responsible for maintaining the presentation and basic site safety for the building
Responsibilities/duties 
· Provide a high level of customer service at all times including handling ad hoc enquiries from building users and other customers in a professional and courteous manner, referring on to others as appropriate

· Maintain clear and accurate records associated with building services procedures

· Assist in the moving of furniture and equipment as well as the setting of rooms for meeting, lectures or events 
· Assist with first line maintenance and cleaning tasks

· Collect, sort and distribute incoming and outgoing mail in an accurate and timely manner

Selection criteria 
Essential
· Ability to communicate clearly and accurately when keeping records

· Able to demonstrate and understanding of Health and safety in the work place
· Able to demonstrate an aptitude for maintenance tasks 

· Experience of using Microsoft Office

Desirable
· Previous relevant work experience.
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