
 

SBS VACANCY ANNOUNCEMENT 

Internal Candidates Only 

JOB TITLE: Front Office Executive 

DEPARTMENT: Corporate Communications, Strathmore University Business School 

(SBS) 
 

REPORTING TO: Communications Manager, SBS 
 

JOB PURPOSE: The job holder is responsible for delivering friendly, efficient customer 

service and creating a warm and welcoming atmosphere for all guests visiting the University. 

MAIN DUTIES AND RESPONSIBILITIES: 

1. Communication Management 

• Responsible for placing, answering and directing all telephone calls received in a 

professional and Informative manner. 

• Coordinate the collection and dispatch of both incoming and outgoing mail while 

ensuring proper record keeping. 

• Collection, distribution and dispatch of daily incoming and outgoing mail and documents. 

• Assess received calls/inquiries, direct and/or record and relay messages to respective 

departments. 

• Support in the planning and preparation of meetings and conference calls to ensure 

seamless management of meetings and meeting rooms.  

• Support in Event Organization for Strathmore University Business School events upon 

request, booking, setting up and co-ordination of meeting rooms 

2. Reception Management 

• Receive welcome and direct visitors to the respective offices and quickly notify the 

person being visited. 

• Ensure that the waiting area is easily accessible, comfortable and tidy with appropriate 

reading materials. 



• Ensure the front office desk is always attended to. 

• Keep up to date with all the programs and events at Strathmore Business School so as to 

advise walk-in clients appropriately. 

JOB REQUIREMENTS: 

The post holder will be required to have and demonstrate evidence of the following 

qualifications, attributes, and skills: 

 

• Minimum Diploma in Business Administration, Front Office Administration or any 

equivalent qualifications. 

• A Minimum of 1-year working experience in a front office or customer service role is 

preferred. 

Key Competencies and Skills: 

 

• Excellent communication and interpersonal skills. 

• Strong organizational and multitasking abilities. 

• Proficiency in basic computer skills and familiarity with office equipment. 

• Professional appearance and behaviour. 

• Ability to handle challenging situations with a positive attitude. 

If you are interested in the position and have the skills we are looking for, we would like to hear 

from you. Please forward an application letter together with a copy of your updated resume 

quoting ‘Front Office Executive’ to the People and Culture Manager, Strathmore University 

Business School, on careerssbs@strathmore.edu by end of the day (5:30 pm) Friday, 10th July 

2026.  
 

Due to the large number of applications we may receive, only the shortlisted applicants will be 

contacted. 
 

Please be advised that Strathmore University Business School is an equal opportunity employer 

and does NOT ask for money from applicants under any circumstances during its recruitment 

process. Interested applicants are encouraged to exercise caution upon receiving any such 

interview opportunity that requires payment of any money. 
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