
 
 
 
  
 
 
 
   
Job Title:  Receptionist 
 

Division:  Development 
 

Location/Office: Poland (Warsaw) 
 

Reporting to:  Country Manager 
 
Goodman is an integrated property group that owns, develops and manages industrial 

property and business space. 

 

+ Own: Goodman buys property for the long-term, 

providing ongoing relationships with customers 

and investment opportunities for its funds 

+ Develop: Goodman’s tailor-made developments 

across Asia Pacific and Europe are designed to 

meet the individual needs of its customers 

+ Manage: Goodman’s in-house property 
services teams ensure the operational needs 

of its customers are met and its assets are 

maintained to an exceptional standard. This 

generates increased customer satisfaction, 

higher retention rates and, in turn, secure 

returns for investors. 

 
 

Primary Objective of this position:  
You will be the first person of contact for customers, visitors and suppliers. You will perform 

reception duties in and efficient, professional and courteous manner and support our office 

and team assistants where needed. 

 

 

 

 

 

 

 



 
 
 
  
 
 
 
   
Accountabilities & duties  

 

Reception duties; 
 

+ As the first point of contact for callers and visitors, a highly professional approach and 

appearance to the client or supplier; 

+ Answer calls and direct to correct destination; 

+ Handling business correspondence; 

+ Compiling contact lists, update database; 

 

Office management assistance; 
 

+ Order and maintain relevant office supplies for effectiveness of personal duties; 

+ Coordinate and arrange meetings; 

+ Drafting internal memos, distribute office communiqués; 

+ Maintains equipment by completing preventive maintenance; troubleshooting failures; 

calling for repairs; monitoring equipment operation; 

+ Managing filing systems; 

+ Scanning, copying and filing documents; 

+ Handling petty cash; 

 

Admin support; 
 

+ File data and perform other routine clerical tasks as assigned and for other 

departments as needed; 

 
Skills, Knowledge and Experience: 

+ Strong communication skills; 

+ Multilingual (Polish, English,  – other languages are an asset); 

+ Good PC skills (Outlook, Excel, Word); 

+ Multi task and stress resistant; 

+ Pro-active and accurate; 

+ Autonomous and adaptable. 

 


