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Please note that all stipulated tasks are subject to the adaptation of the supervisor and leadership. Updates of this document will be done after the next assessment. Assessment will be done on stipulated tasks and expectations of leadership stipulated in this document.
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                     EMPLOYEE




       

       DATE

	Key performance area
	Activities
	Output/purpose/measurement
	Priority Level

	1.  Telephone
	· Answering of incoming calls 
· Aiding staff with the switchboard and extensions

· Receiving, managing and directing general queries.

· Directing people 


	To answer, re-direct and take messages incoming calls in the most efficient way
	

	2.  Petty Cash
	· Processing approved requisitions.
· Reminding staff of outstanding slips and change.

· Weekly and monthly cash-ups.

· Stamping accounts requisitions.


	To manage requisitions quickly and efficiently

 
	

	3.  Hospitality
	· Receiving guests and connecting them with the relevant personnel.

· Managing internal deliveries between personnel, other churches, church members and persons of the public.

· Collecting, tidying and disposing of the daily newspapers.

· Tidiness and image of the reception area and other common rooms 
· Check General tidiness of Bathrooms (Towels, soap and cream incl.)

· Arrange for the weekly washing of towels

	To welcome and manage guests in a friendly and professional manner
	

	4.  Deliveries
	· Receiving and signing for deliveries
· Connecting the delivery with the receiver and storing it safely until collection

	To manage and distribute deliveries effectively
	

	5.  Faxes
	· Managing faxes
· Delivering
· Assisting others with the fax machine

	To receive, manage and distribute incoming faxes


	

	6.  Pigeon    Holes


	· Managing the pigeon holes
	To effectively streamline staff documents


	

	7.  Support
	· Distributing resources such as telephone directories, extensions, staff telephone numbers and other contact details of Shofar churches.


	To effectively communicate changes and information to staff
	

	8.  Internal Office Information
	· Informing staff of absent personnel.

· Informing staff of day to day admin (birthdays, etc.)

· Accessing information and entering requisitions for staff that cannot access the database.

· Contacting a staff-member when the person he/she is looking for comes out of a meeting or arrives at the office.


	To inform staff on relevant information
	

	9.  Recycling
	· Managing the recycling bins.
	To create awareness and manage recycling of material

	

	10.  Post
	· Managing requests for SA Postal Services, Internal Office Mail and courier service
· Submitting requisitions for SA Postal Services, Internal Office Mail and courier service.

· Assisting Alfred, who goes to the Post Office daily, in sending the post successfully as requested by the staff member. (Providing instructions, filling out documentation etc.)

· Receiving and distributing received mail.


	To manage internal and external postal requirements
	


