
 

 

Job Title: Receptionist/Administrative Assistant 
Reports to: HR/Sales  
Location: 480 Thurmaston Boulevard, Leicester, LE4 9LN 
Hours: 13:00 to 17:00, Monday to Friday  
 
The Company: 
The Nylacast Group are a worldwide leader in the design, manufacture and supply of engineering 
plastic solutions, with a global brand presence and 9 worldwide locations. 
 
The Role: 
As a Receptionist, you will be the first point of contact for our company and furthermore offering 
administrative support to Sales. You will welcome guests and greet people who visit the business. 
You will also coordinate front-desk activities, including distributing correspondence and redirecting 
phone calls.  
 
Main duties: 

 Greet and welcome guests as soon as they enter the building 

 Direct visitors to the appropriate person and office 

 Answer, screen and forward incoming phone calls 

 Ensure reception area is tidy and presentable, with the necessary stationery and material 

(e.g. pens, forms and brochures) 

 Provide basic and accurate information in-person and via phone/email 

 General Administrative Duties  

 Undertake additional duties as business needs dictate 

 
Main skills: 

 Proven work experience as a Receptionist or similar role 

 Proficiency in Microsoft Office Suite 

 Professional attitude and appearance  

 Solid written and verbal communication skills 

 Ability to be resourceful and proactive with issues arise 

 Excellent organizational skills 

 Multitasking and time management skills, with the ability to prioritize tasks 

 
Equal opportunities and other information/terms:  

Nylacast Ltd welcomes the talent of people from diverse backgrounds to provide expertise 
dedication and imagination to propel us to a prosperous future.  We believe that all employees have 
a right to be treated with dignity and as such will not tolerate any form of harassment. 

 
Nylacast operates a Non-Smoking Policies 
 
To apply for this vacancy please forward a CV or application form to clare.gregory@nylacast.com. 
 
Closing date for applications will be 11th June 2021. 
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