
 
Job Title:​  
 

●​ Receptionist  
 
Job Description: 
 

●​ As a Receptionist at [Your Company Name], you will serve as the first point 
of contact for our clients, visitors, and employees. Your role is critical in 
creating a positive and lasting first impression. This position offers an 
excellent entry point into the professional world, providing opportunities for 
growth and skill development. 

 
Job Requirements: 
 

●​ Bachelor's degree or equivalent in any field. 
●​ Excellent interpersonal and communication skills. 
●​ Professional appearance and demeanor. 
●​ Strong organizational and time management abilities. 
●​ Basic computer skills, including proficiency with Microsoft Office. 
●​ Eagerness to learn and a proactive attitude. 
●​ Ability to handle sensitive information with discretion. 
●​ Friendly and welcoming personality. 

 
 

Job Responsibilities: 
 

●​ Front Desk Management: Greet and welcome guests, clients, and employees in a 
friendly and professional manner. 

●​ Phone Operations: Answer and direct phone calls to the appropriate personnel or 
departments. 

●​ Visitor Assistance: Provide information and assistance to visitors, ensuring they 
have a pleasant experience. 

●​ Office Coordination: Assist with administrative tasks such as scheduling 
appointments, managing calendars, and coordinating meetings. 

●​ Mail and Email Handling: Sort and distribute incoming mail and manage general 
email inquiries. 

●​ Safety and Security: Monitor security access and follow safety protocols. 
​​ Documentation: Assist with data entry and maintain visitor/call logs. 
●​ Ad hoc Support: Provide support to various departments as requested. 


