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APPENDIX ONE: 

Position Description 

POSITION TITLE: Receptionist 

LOCATION: Auckland 

PEOPLE LEADER: Auckland Private Wealth Administrator 

TEAM: Adviser Support 

 

 

At Craigs (CIP) we are focused on helping our clients to achieve their financial goals and grow their wealth. We believe that 

where a client's financial future is concerned, our people are fundamental to achieving this. Our collective skills, knowledge and 

commitment means that we can provide the best possible outcomes for our clients.  

The Adviser Support team hold a key role in supporting our Auckland branch and being the first point of contact for our clients, 

suppliers, members of the general public, and all Craigs employees.  

As a Receptionist, I am passionate about clients and providing friendly and professional customer service to all Craigs 

stakeholders. Along with greeting visitors at Reception, I undertake general office secretarial and administrative responsibilities 

to ensure exceptional client interactions and the smooth running of the Auckland branch. 

WHAT I DO 

 

• Greet visitors in a courteous and welcoming way 

• Answer telephones  

• Make meeting room bookings 

• Assist in the organisation and coordination of client functions and events 

• Maintenance and ordering of supplies 

• General office administration duties 

• Administrative support to the wider Auckland branch as a whole 

• Demonstrate the Craigs’ values every day and encourage, support and enable my colleagues to do so also 

WHAT I VALUE 
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At Craigs, we pride ourselves on creating an environment where our people feel they belong and can bring their best self to 

work and feel valued. We grow as a team and with our clients and are always looking to support our communities – both internal 

and external. Our values build the foundation of how we work and how we provide great outcomes for our people and our 

clients. 

WHAT I BRING  

 

• Previous reception, office administration and/or customer service experience 

• Excellent communication skills and strong interpersonal skills 

• Professional telephone manner 

• Strong time management and organisation skills 

• High level of accuracy and attention to detail 

• Ability to remain calm and composed when under pressure 

• Professional presentation 

• Intermediate Microsoft Office user (Word, Excel and PowerPoint)  

• Ability to adapt to new systems and processes quickly 

• Previous financial sector experience (desired) 

• Reliable self-starter with the ability to show initiative and be a team player 

 

 

 


