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"Terms of reference (ToR) of  Receptionist" 

The scope of work under this assignment for Receptionist / Front Desk Service includes the following: 

1. Scope of Work 

The Receptionist shall perform, but not be limited to, the following duties: 

• Welcome and assist visitors, guests, and stakeholders in a courteous and professional manner. 

• Receive, screen, and direct incoming telephone calls to the appropriate staff. 

• Maintain visitor records and ensure proper visitor management procedures are followed. 

• Receive, record, and distribute incoming letters, parcels, and other documents. 

• Coordinate outgoing correspondence and courier services as assigned. 

• Provide general information to visitors and callers regarding the organization. 

• Maintain cleanliness and proper arrangement of the reception area. 

• Provide administrative assistance such as photocopying, scanning, printing, filing, and document 

handling as assigned. 

• Assist in scheduling meetings and coordinating visitors when required. 

• Support office administration in routine administrative tasks. 

• Handle office equipment located at the reception area responsibly. 

• Maintain confidentiality of organizational information obtained during the course of duty. 

• Perform any other related duties assigned by the Administration Division or authorized official. 

 

 

 



 

 

2. Minimum Qualification and Experience 

The personnel deployed by the service provider should possess: 

• Minimum Intermediate (+2) or equivalent qualification. 

• Prior experience in reception, customer service, or administrative support shall be preferred. 

• Good communication and interpersonal skills. 

• Basic computer proficiency, including Microsoft Office applications and email. 

• Ability to communicate effectively in Nepali. Working knowledge of English shall be an advantage. 

• Pleasant personality with professional etiquette and customer service orientation. 


