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GENERAL DESCRIPTION

Summary

This is a job sharing position. The receptionist works on an opposite schedule than his or her counterpart. The
receptionists’ are responsible for coordinating their time off and covering for each other’s time off. This will
ensure coverage of the reception area during business office hours. Therefore, ability to work more than forty
hours per pay period on occasion is essential. The receptionist performs clerical and frontline customer
relations work, with primary responsibility for courteous and efficient facilitation of telephone calls and visitors.
Expedites the steady and courteous flow of internal and external communications, such as incoming/outgoing
telephone messages, visitors, messengers and delivery services. Incumbent receives moderate to light
supervision in the performance of duties and responsibilities.

Physical Demands

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to
handle, or touch objects or controls. The employee is regularly required to stand and walk. On occasion the
incumbent may be required to stoop, bend or reach above the shoulders. The employee must occasionally lift
up to 25 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception, and ability to adjust focus.

Work Environment

Only those present in a normal office setting; no known significant hazards. In the course of working with a wide
range of people, may encounter abusive, aggressive, or unpredictable behavior on a limited basis.

The above statement reflects the general details necessary to describe the principle functions of the occupation
describes and shall not be construed as a detailed description of all the work that may be inherent in the
occupation.



ESSENTIAL DUTIES AND RESPONSIBILITES

Courteously and promptly determines nature of a caller's business and directs callers and visitors to the
appropriate person, or takes messages (including all pertinent information) for the person called.

Operates telephone console to facilitate internal messages and telephone transfers.
Issues and collects visitor's passes according to policy.

Provides answers to routine inquiries and other information as appropriate.
Performs a variety of clerical and data entry duties.

Maintains appropriate confidentiality of information processed.

Follows company policies and procedures.

Must work the hours and/or shift assigned, and begin and end work on time. Must meet attendance
requirements.

Must be punctual and timely in meeting all requirements of performance, including, but not limited to,
attendance standards and work deadlines; beginning and ending assignments on time; and scheduled work
breaks, where applicable.

Must maintain courteous, professional and effective working relationships with employees at all levels of the
organization.

Must develop and maintain courteous and effective working relationships with clients, vendors and/or any
other representatives of external organizations.

Must assume responsibility for providing timely, appropriate responses to requests/suggestions/complaints
or refer such comments to the appropriate person.

When referring requests/suggestions/complaints to another individual, the employee must follow-up in
writing to that individual and maintain an accessible copy of that referral, or follow company guidelines.

Must communicate information and state problems or challenges to be resolved in a clear, concise,
courteous, nondiscriminatory and professional manner, and be able to provide clarification, as necessary.

Other duties as assigned.

EDUCATION AND/OR EXPERIENCE

High school diploma, general equivalency diploma (GED) or equivalent combination of education and
experience.

Experience using a computer and knowledge of Microsoft Office products.

Ability to read and comprehend simple instructions, short correspondence and memaos.

Ability to perform basic math functions of addition, subtraction, multiplication and division.
Ability to work with a wide range of personalities in a courteous, effective and efficient manner.
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