POSITION OUTLINE FOR:
RECEPTIONIST
The Receptionist has the unique responsibility of making a good “first impression” on behalf of the entire firm.  
 Intrapreneurial work (vision and strategy):

· Recommend to management ways to improve the service experience to the client
· Recommend to management ways to improve the Receptionist function
Managerial work (systemization and planning):

· Participate in the development and improvement of the firm’s standards and procedures to provide and foster a “first class” impression of the firm
Technical work:
· Greet visitors to the office, answer questions and direct them to the appropriate individuals

· Answer the telephone, take messages, and/or transfer calls to the appropriate individuals

· Assess the needs of clients and refer them to the appropriate individuals

· Receive, process and distribute mail (with priority)
· Generate a variety of correspondence and provide general administrative support where needed

· Perform specific assigned responsibilities as outlined on the position contract, as modified from time to time

Position-Specific Standards:

· Thoroughly learn and keep abreast of changes to office systems
General Standards:

· All routine work will be documented in an operations manual.
· Client and company information will be held as strictly confidential outside the company.
· All telephone calls and emails, both internal and external, will be responded to within one business day and within two hours whenever possible.
· The principal advisor will be immediately notified of any issues with clients that need to be resolved.

· Management will be given advance notification of any deadlines that cannot be met.

· When scheduling personal time out of the office, coordination will be made with other associates to ensure full coverage of responsibilities.

· All business communications, whether verbal or written, whether for internal or external use, will be professional in tone, content and visual appearance.

· Associates will respect each other’s time, space and need for concentration.  Socializing and interruptions must not impede the workflow.

· All Associates will present themselves with the highest level of professionalism at all times.

· All Associates will arrive promptly for all scheduled company meetings that apply to their position.

· All Associates will independently initiate and take action, within their general area of responsibility, in order to produce effective results.

· All Associates will prioritize, plan and utilize their time in a manner to be most effective.

· All Associates will keep their commitments.  Associates will not make commitments they cannot keep.

· All Associates are expected to rise above their position requirements when necessary to assist clients, prospects, management and/or other associates.

· A positive, warm and enthusiastic workplace is vital to our success.  Associates will strive to maintain an uplifting environment that nurtures productivity and positive expectations of themselves and other associates.
















