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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Receptionist
	Job Title:
	Receptionist
	FLSA Status: Non-Exempt
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Entry-level 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.

Essential Duties and Responsibilities

· 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.
· Receives incoming telephone calls and places outgoing calls. May need to become expert with TDD, TTY and/or message relay services for the hearing impaired. Issues and collects visitor's passes according to policy.
· Provides answers to routine inquiries and other information as appropriate.
· May perform simple clerical duties when time permits. 
· 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. 
Education and/or Experience

· High school diploma, general equivalency diploma (GED) or equivalent combination of education and experience.
· Ability to read and comprehend simple instructions, short correspondence and memos. 
· Ability to perform basic math functions of addition, subtraction, multiplication and division. 
· Ability to apply common sense understanding in carrying out detailed written or oral instructions or requests. 
· Ability to work with a wide range of personalities in a courteous, effective and efficient manner.

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 reflect 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.

	Employee Acknowledgment
	
	Date:
	

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


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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