
Professional Reception Skills - The Face of the Company

ES1 Day

Further Development: 
The Essential Office Professional - Professional Skills for 
Administrators, Secretaries & Support Staff (IPS1) 

An equivalent course is available in Arabic. Please call us for details.

EXTRA NOTES

TOPICS COVERED
Providing Excellent Customer Service 

Professional Communication Skills

Handling the Telephone and Caller

Planning and Organising your Time

organisation

procedures

OVERVIEW
The receptionist represents the initial point of contact with the 
outside world, and as such is in a powerful position to enhance the 

bad practice, the course will reinforce the importance of their public 

raise their awareness of the key interpersonal skills essential for their 
success.

LEARNING OUTCOMES
By the end of this course participants will be able to:

professional manner. 

awkward customers, or when handling complaints. 

and relaying messages.

DESIGNED FOR
Suitable for receptionists, front line staff and administrators who 
are required to be confident and professional in their approach to 

reception area.


