Title: Receptionist

Position #: 
Department:

Category: Non-Exempt

Reports to: Title and position number
Date: 2002
Position Purpose

To serve as a Receptionist for XXXXXXX, greeting and welcoming visitors and callers and answering simple inquiries where applicable or referring to appropriate persons.  In addition, to provide basic clerical support to the office to increase efficiency and expedite/coordinate the work of others.

Key Accountabilities

Receptionist

· Serves as initial point of contact for callers/visitors. 

· Determines nature of inquiry in order to refer to others for action. 

· Directs traffic to appropriate locations. 

· Answers telephone and directs calls to appropriate offices and departments.  

· Exercises judgment and discretion in releasing confidential information.

Basic Office Support

· Receives, sorts and distributes incoming mail in accordance with specific routing directions.

· Delivers outgoing mail to pick up point, mailroom, or post office. 

· Enters routine data and maintains database. Accesses database for information.

Performs other duties as assigned.

Position Requirements
	· Skills & Knowledge

· Ability to work in accordance with simple standardized procedures and established guidelines.

· Keyboard skills and computer experience to access and enter routine information.

· Attention to detail.

· Ability to interact positively with a variety of people by telephone and in person.

· Diplomacy and good judgment is essential.

· Ability to maintain confidentiality of information and data.
	· Experience

· Up to one year of prior office experience.


	· Education

· High school graduate or the equivalent.
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