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@ 9 A receptionist's uniform is the attire worn by @ &
4 ) those who greet visitors and guests in hotels, o )
% hospitals, companies, schools, shopping g)
N L) centers, and other places. This uniform helps @ &
4 visitors easily identify the receptionist, so they ™)
% v can approach them when they need assistance N4 g)
@ .or information ®
@ )
& The uniform is usually neat, clean, and tidy, )
@ @ as it represents the first impression of the @ &
L ) establishment. It may consist of a formal suit o ®
% or shirt with a jacket, or a uniform bearing g)
@ L) the organization's logo, along with ® &
& comfortable and stylish shoes that allow the ™)
% AL employee to stand and work for long hours. ® g)
@ @ 6 @ o))
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% They also wear an identification badge with @ &
N ) their name and position so visitors can easily o )
] .call them &
D . ®
% A receptionist uses various tools, such as a @ g)
)] computer for data entry, a telephone for ®
% answering calls, appointment books, card or g)
a2 permit printers, keys in some places, and ® s
& ® communication devices for contacting other . )
@ .Sstaff members
% )
a2 A receptionist begins their day by ensuring © 2)
& ® the reception area is clean and tidy, then )
% greets visitors with a smile and a warm @ &
N Q@ welcome, asking them the reason for their o e
| visit and directing them to the correct place g)
@ @ @ )
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< ® o &
@ or person they wish to meet. They also &
L ) answer guestions and provide visitors with o &
% .the information they need g)
@ @ If someone arrives with an appointment, the @ &
$ Q@ receptionist confirms their details and then % ®
% informs the person who will be meeting them. g)
a2 If a visitor needs help locating a specific ® s
& ® room, office, or department, the receptionist . )
% .explains the way clearly and politely g)
D ®
@ &
$ Q@ The receptionist is careful to speak politely o ®
@ )
& and respectfully to everyone, listen attentively Y
® D to their requests, maintain order in the ® &
< ® . )
@ 3 o))
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< ® o &
@ reception area, and cooperate with colleagues &
L ) .to ensure smooth operations o &
@ &
& @ A receptionist needs positive qualities such as ® ®
@ a smile, good manners, tact, patience, &
é )] honesty, quick observation skills, the ability ® ®
% to communicate clearly, and a willingness to g)
¥ help others, as these qualities make visitors ©
@ &
& ® .feel comfortable and welcome . )
% Receptionists work in hotels, hospitals, g)
a2 clinics, companies, schools, universities, SN
& ® banks, sports centers, museums, shopping . )
@ .malls, and many other establishments &
& ® . )
& 3
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