
June 2023 

 

INTERNAL/EXTERNAL  

VACANCY ANNOUNCEMENT 

Jhpiego is an international, non-profit health organization affiliated with The Johns Hopkins University. 
For 40 years and in over 155 countries, Jhpiego has worked to prevent the needless deaths of women and 
their families. 

Jhpiego Corporation has been providing technical support to the Ministries of Health in partner countries 
across the globe for the past 40 years in a variety of technical areas including cervical cancer treatment 
and prevention, community health, HIV and AIDS, maternal and newborn health, health workforce 
capacity development (both pre-service and in-service), family planning, malaria, and IPC/WASH. 
 

Position:  Receptionist (1 position)  
 
Reports To:   Administrative Officer 
 
Job Location:    Freetown, Sierra Leone   
 
Duration:  12 Months 

 
Job Overview: 
 
The receptionist’s duties and responsibilities are to ensure the front desk welcomes guests positively and 
executes all administrative tasks to the highest quality standards. 

Duties and Responsibilities:  
 

 Front Desk - Reception:  
 Provide support to Jhpiego staff in the office and ensure efficient and prompt operation of the 

reception and front office.  
 Manage the switchboard/phone system and promptly resolve all phone problems in liaison with IT. 

Review the monthly telephone bills for payment in liaison with IT. Also, maintain a telephone 
contact list with phone contact information for all Jhpiego partners, stakeholders, and others 
associated with the program.  

 Ensure that the reception area is clean and promptly receives and assists visitors.  
 Ensure that all incoming mail and deliveries are correctly distributed and in a timely manner.  
 Maintain office petty cash fund and make payments for small purchases as authorized under the 

petty cash policies, fully document all petty cash disbursements, and request petty cash 
replenishment on a timely basis.  

 Ensure various deliveries to the office, including newspapers and water, and verify the specific 
invoices for payment.  

 Receiving and monitoring invoices and receipts, i.e.  
 registering and dispatching invoices and receipts to relevant persons  
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 Provide regular guidance/feedback to the Admin Officer on reception/front office issues. 
 

. Office Management 
 Provide support to Jhpiego staff in the office and ensure efficient and prompt operation of the 

reception and front office.  
 Manage the switchboard/phone system and promptly resolve all phone problems in liaison with IT. 

Review the monthly telephone bills for payment in liaison with IT. Also, maintain a telephone 
contact list with phone contact information for all Jhpiego partners, stakeholders, and others 
associated with the program. 

 Ensure that the reception area is clean and promptly receives and assists visitors.  
 Ensure that all incoming mail and deliveries are correctly distributed and in a timely manner. Ensure 

that all Sierra Leone and International outgoing mail is correctly addressed and recorded. All 
international mail (Sierra Leone) is sent out on time and collected promptly by a courier company 

 
 
Required Qualifications, Knowledge, Skills, and Abilities: 
 

 A university/college degree is an asset 
 Experience working in an international NGO or related organization with a minimum of 3 years’ 

experience. 
 Familiarity with phone systems 
 Previous experience with Microsoft Office software preferred 
 Good verbal and communication skills 
 Attentive listener 
 Professionalism 
 Organization and Customer Focus 

 
 
Qualified persons are required to send their Curriculum Vitae (CV) and application letter to:                
SL-Recruitment@jhpiego.org Clearly state in the subject area the position you are applying for, if not 
clearly stated your application will not be considered. 

 

 

Deadline for the submission of applications: 6th July, 2023.  

Please note that due to the sheer volume of applications often received, only shortlisted candidates 
will receive responses. 

 

Jhpiego is an Affirmative Action/Equal Opportunity Employer 

 
 


