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	JOB TITLE:
	 Concierge – Day & Night shift

	STARTING DATE:
	 ASAP

	LOCATION:
	 Docklands

	SALARY RATE:
	 £18,000

	DURATION:
	 Permanent


	YOUR CONTACT:
	 Deborah Downing

	CONTACT E-MAIL:
	 Deborah.downing@quay-people.co.uk 


	DESCRIPTION:
	

	This position will be based on an average 56 hour working week (Individual Employment Contracts may vary). Concierge will operate the following rota on a 3 week rolling basis -

* 4 nights, 2 days off

* 4 days, 2 days off

* 4 nights 2 days off
Main Duties:

· Meeting and Greeting all residents, guests and clients.

· Ensure the smooth running of the communication systems within the Estate to SOP principles i.e. fax usage, telephone, walkie-talkie, internal intercom system etc.

· Signing In/Out all cleaning and contractor personnel using the relevant timesheets.

· Aid security of the estate by regular patrols of all internal and external areas and reporting of any suspect personnel or actions.

· Ensure that the CCTV is manned and any unusual behavior noted is followed up, calling the police if necessary.

· Correct reporting of any security / health and safety issues.

· Correct reporting of any incidents or complaints.

Ideal candidate should have:

· An excellent command of the English language, written and spoken.

· Min. 2 years of experience as a concierge/security

· Experience in operating CCTV

· Excellent people & communicational skills

· Outstanding customer service skills

You must hold a valid SIA badge in order to apply for this position



	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



“The right people, in the right place, at the right time”
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