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Part Time Receptionist Job Description

Reports To: Operations and Communications Coordinator
Revision Date:  4/8/2016
I.  Performance Objectives:

· Accurately answer phone calls and greet customers at front desk in a friendly, energetic, personable, professional and polite manner.

· Be perceptive about other employees and their professional needs as they pertain to the front desk (visitors, callers, deliveries and faxes).

· Be courteous and exercise diplomacy at all times.  Must maintain cooperative and harmonious working relationships with other staff members.

· Answer questions and ask questions to direct callers or visitors to proper location.

· Maintain organized reception desk and lobby.

· Assist the Operations and HR departments as needed.

II. Knowledge, Skills, and Abilities:

· Team player mentality and strong verbal and interpersonal skills required.

· Ability to be flexible with breaks, lunches and work flow in the Human Resources and Operations Departments.

· Must have and utilize a high level organizational system and time management skills. 

· Must display a high level of accountability.

· Knowledge and proficient use of Microsoft Office applications.

· The knowledge and experience to independently perform substantial clerical or office work of any kind.

· Ability to proficiently use a multi-line telephone system, computer, copier, and fax machine.

· Must maintain proper and professional telephone voice and utilize proper telephone etiquette.

· Ability to make customers feel welcome by utilizing a personable approach to service and maintaining a positive attitude.

· Ability to multitask when appropriate.

· Be a self-motivated individual and display initiative.

· Be able to handle emotional, confrontational people in a calm and professional manner.  Never lose composure.

III. Major Duties and Responsibilities:

· Ensure reception desk is manned and main telephone line has coverage at all times during business hours.  Coordinates and works with the Operations and Human Resources team members to assure front desk coverage requirements are met including coverage for lunch, breaks and days off.

· Accept calls for Ideal Homes, using a multi-line telephone system. 

· Direct visitors and refer calls to the appropriate staff members.

· Answer routine questions.

· Send out company-wide e-mail communications.

· Ensure the main telephone line is answered and phone calls are directed to the appropriate person.  

· Assist in the distribution of deliveries.

· Provide job applications to perspective job applicants.  Collect applications and forward resumes to Human Resources.

· Greet job applicants and provide them with appropriate paperwork needed for job interview.

· Provide applicant new hire packets and give the completed packets to Human Resources.

· Data compilation, data entry and report distribution for:

· Builder Bonus Tracking report
· FTQ Database

· QA Tracking report : refer to IDH-OPR-PCD-030
· Other data entry as assigned by Vice President of Operations

· Process all outgoing interoffice mail and assure interoffice mail processing meets courier deadline.

· Create Courier packs

· Set up mailboxes for new employees and remove upon separation

· Create, revise and request policy, process and procedure changes for the IT, Operations and the Construction Departments.

· Set up seminars for employees and coordinate payment of invoices.

· Assist Operations Department with processing credit card statements.

· Assist the Operations and HR departments as needed.

· Create, save and distribute agendas, files and minutes for the Production Manager and Builders meetings.  Send out meeting request to schedule these meetings and send reminders by email.

· Create, save and distribute agendas, files and minutes for the Trade Contractor Steering Committee meetings.  Send out meeting request to schedule these meetings and send reminders by email.  Coordinate lunch for this meeting.
· Receive and type minutes from quality audit walks by President of Construction and Production Managers.  Distribute to all appropriate parties or e-mail.  Maintain files.

· Receive and type minutes from Production Manager Meeting

· Dropbox:  Manage the Builder Electronic Files and the Customer Care Electronic Files Dropbox Directories to transition files based on the status of the home.

· Reconcile money from the vending machine and change machine weekly.
· Monthly Staff Meetings

· Compile and distribute the monthly staff meeting agendas.
· Compile birthday slideshow
· Prepare Staff Meeting Agenda for Co-Owner and President of Sales.  Include length of service awards, all new hires since previous staff meeting, the month’s birthdays.

· Manage vending stock and sales.  Order and stock as needed.

· Stock copy paper weekly.

· Facilitates interior and exterior building maintenance at Ideal Homes Main Office, Ideal Homes North Office, Citywide Mortgage Office, Selection Center and Model Home locations.
· The Part Time Receptionist and the Receptionist will coordinate with each other to assure all Receptionist responsibilities are covered.
· Perform tasks and other work-related projects and duties as assigned.

IV. Qualifications:

· High school graduate required, some college preferred.

· Multi-line phone system experience and previous reception desk experience required.

· Flexibility, dependability and confidentiality is required.

· Previous Operations experience is preferred.

· Prior customer service experience is required.

· Computer skills are required.

V. Days/Hours:

· Monday through Friday: 8:00 a.m. – 1:00 p.m.  Occasionally hours may vary.  Some flexibility is required when additional hours or different hours are needed and scheduled.  

VI. FLSA Status:

· Non-Exempt

VII. 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 for extended periods of time. The employee frequently is required to use hands and fingers to type, answer phones and forward calls.  Also should be able to reach items with hands and arms. The employee is occasionally required to stand and walk. The employee must occasionally lift and/or move up to 20 pounds. 

VIII. Work Environment:

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.   The noise level in the work environment is usually moderate.  This employee will be working in an office environment.  Reasonable accommodations maybe made to enable individuals with disabilities to perform the essential functions.

I have read and understand this job description.

_______________________________

_________________________
Signature





Date Signed

_____________________________________
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