Job Description

HUMAN RESOURCES RECEPTIONIST

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 

Responsible for coordination of front reception area by answering telephone and receiving calls within the administrative offices while coordinating reception area traffic flow and relieving administrative Employees with minor clerical and Human Resources duties. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

· Responsible for reception area during regular office hours.   

· Operates PBX telephone console to receive incoming messages and inquires. 

· Gives information to callers or routes calls to appropriate individual or department.

· Responsible for checking all individuals security clearance upon entering the administrative offices.

· Helps with distribution of miscellaneous paperwork and/or forms to Employees.

· Makes copies of company forms or other printed matter.

· Collects and distributes mail and messages and prepares and types federal express labels for delivery. 

· Responsible for maintaining a consistent, regular attendance record.

QUALIFICATION REQUIREMENTS: 

To perform this job successfully, an Employee must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


EDUCATION and/or EXPERIENCE:

High School diploma or GED required.  Previous receptionist experience in a busy environment preferred.


SPECIAL QUALIFICATIONS:  

 
Familiar with appropriate software and multi-line phone equipment.  Oral and written skills preferred.  


Organizational skills required.  


LANGUAGE SKILLS:


Ability to read and comprehend simple instructions, short correspondence, and memos.  
Ability to write simple correspondence.  Ability to effectively present information in one-on-one and small group situations to customers, clients, and other Employees of the organization. 


MATHEMATICAL SKILLS:


Ability to add and subtract two digit numbers and to multiply and divide with 10’s and 100’s.  
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REASONING ABILITY:

Ability to apply commonsense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.

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 regularly required to sit and talk or hear.  The Employee frequently is required to use hands to finger, handle, or feel 
objects, tools, or controls.  The Employee is occasionally required to stand, walk, and reach with hands and arms.

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an Employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions.


The noise level in the work environment is usually moderate.
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