
 

 

 
 
POSITION TITLE: Receptionist     

 

DRAFTED: May 2018 

 
FLSA CLASSIFICATION: Non-Exempt   

REPORTS TO:  Controller  

  

 

POSITION PURPOSE: 

Receptionist is responsible for promoting The Annex Group culture by being the front line of 

communication for office guests and telephone inquiries.   

 

POSITION ESSENTIAL FUNCTIONS AND RESPONSIBILITIES: 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily. Reasonable accommodations may be made to enable individuals with disabilities 

to perform the essential functions. 

 

Essential Functions: 

Essential functions include the following. Other duties may be assigned. 

 

 Answering and directing calls for the corporate number. 

 Greet guests at the corporate office.   

 Sort incoming mail and courier deliveries for distribution. 

 Purchase, receive and store the office supplies ensuring that basic supplies are always 

available. 

 Maintain filing system – electronically and in office. 

 Coordinate team meal orders or reservations.   

 Provide secretarial and administrative support to management and other staff. 

 Make travel, meeting and other arrangements for staff. 

 Coordinate the maintenance of office and office equipment. 

 Strong time management skills. 

 Direct contact with people of all levels both internally and external. 

 Volunteers readily; Undertakes self-development activities; Seeks increased 

responsibility. 
 

 

QUALIFICATION REQUIREMENTS:  

To perform this job successfully, an individual 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 required.  Post secondary education in business, computers, or 

office management is preferred.  

 A minimum of two years of experience in an office setting is REQUIRED. 

 

LANGUAGE SKILLS: 

 Ability to effectively communicate (oral and written) with both internal and external 

customers. 

 

CERTIFICATES, LICENSES, REGISTRATIONS: 

 Must have a valid U.S. driver’s license. 

 

TECHNICAL/COMPUTER SKILLS: 

 Working knowledge of email and MS Office software programs necessary. 

 Ability and willingness to effectively use other job-related technology tools. 

 

OTHER SKILLS and ABILITIES: 

 Needs to have excellent relationship-building skills. 

 Able to work with minimal supervision 

 Must be a proficient communicator and listener. 

 Organization skills are critical. 

 Conflict and relationship management skills. 

 Ability to work on multiple projects simultaneously with frequent interruptions. 

 Articulate, professional oral and written communication skills 

 Ability to prioritize, organize, and multi-task 

 Strong interpersonal skills and ability to be a team player 

 Math proficiency 

 Strong work ethic and a positive attitude 

 Self-motivated, adaptable, dependable, with focus on customer service 

 Professional appearance and demeanor 

 

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. 

 

 Frequent walking, standing, sitting within the work area. 

 Driving to/from locations for business-related purposes. 

 

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 work environment is that of a fast paced office with minimal to high noise levels. 

 This position requires working independently as well as part of a team. 

 This position requires verbal and face-to-face contact with others on a daily basis. 

 Frequent use of a computer is necessary. 

 This position requires the use of all general office equipment. 

 The position requires client information be maintained appropriately confidential. 



             

Please read carefully and check one of the choices below: 

 

   I have reviewed the job description above.  I can perform all of the essential functions of 

the job. 

 

   I have reviewed the job description above.  I can perform all of the essential 

functions of the job with the following reasonable accommodations:  (Please list 

on back side of this page.) 

 

Print employee name:           

 

Employee Signature:           

 

Supervisor Signature           

 

Date:        

 


