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Job Advert: Receptionist

Location: Office Based - Keighley
Job Type: 35hours
Salary: On request + Benefits
About Us:

Timothy Taylor’s is one of the UK’s oldest family-owned breweries with over 160 years’ heritage of brewing award-winning ales, with their Landlord winning more awards than any other beer, winning both CAMRA Champion Beer of Britain and the Brewing Industry Awards Gold Medal four times. Established in 1858 when Timothy Taylor began brewing in Keighley, the company remains in the family and is the last independent brewery of its type left in West Yorkshire.

Key Responsibilities:

· Greet and welcome visitors with a warm, friendly manner
· Answer and direct incoming phone calls to the appropriate department

· Manage and distribute incoming mail and deliveries

· Maintain the reception area to ensure it is clean, organized, and welcoming

· Schedule appointments, meetings, and conference room bookings

· Provide administrative support as needed, including filing and handling correspondence

· Assist with other office duties, as required, to ensure smooth office operations
Key Skills & Qualifications:

· Previous experience as a receptionist or in a customer-facing role is a plus

· Strong communication skills, both written and verbal

· Excellent organisational and multitasking abilities

· Professional appearance and manner
· Ability to work independently and as part of a team

· Proficient in MS Office (Word, Excel, Outlook, etc.)

· A positive, friendly attitude and the ability to work well under pressure
What We Offer:

Competitive salary with benefits

A supportive and collaborative work environment

Company Pension Scheme 
25 Days Holiday PRO RATA
How to Apply:

If you are looking for an exciting opportunity to be the face of a growing company, we encourage you to apply! Please send your resume and a brief cover letter to tim@timtaylors.co.uk or apply through our website at 

We look forward to meeting you![image: image1.png]
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