
ALL RISKS, LTD. –RECEPTIONIST 

 

Job Title:  Receptionist  
Department:  Facilities 
Reports To:  Facilities Manager 
Classification: Non-Exempt 
 
Position Summary  
The receptionist is primarily responsible for answering and directing all incoming 
calls, providing superior customer service, and providing overall administrative 
support to the branch office.  The switchboard opens promptly at 8 a.m. and 
throughout the day until 5:00 p.m.  Relief switchboard coverage will be provided so 
that individual can take the allocated break, as well as other duties assigned away 
from desk. 
 
Essential Responsibilities: 

 Professionally direct all incoming calls to the correct employee, ensuring 
phone calls are redirected accordingly. 

 Greet guests in a professional, friendly, hospitable manner. 
 Sort and distribute incoming faxes to the appropriate employee. 
 Document all inbound overnight packages. 
 Assist with large mailings when needed. 
 Other duties may be assigned to meet business needs. 

 
Knowledge, Skills, and Abilities 

1. Requires a High School Diploma or GED and a minimum of 3 years 

administrative/customer service experience. 

2. Excellent verbal communication, customer service and phone etiquette. 

3. Ability to perform duties with minimal direction. 

4. Punctual. 

5. Working knowledge of Microsoft Office. 

6. Ability to handle multiple priorities in a fast paced environment. 
 

 

The above statements are intended to describe the general nature and level of work being performed.  They are not intended 
to be construed as an exhaustive list of all responsibilities and duties. 

 
Physical Demands  
While performing the duties of this job, the employee is regularly required to sit, use hands to finger, handle controls, talk and 
hear.  The employee is occasionally required to stand; walk; reach with hands and arms; and stoop, or kneel.  The employee 
must occasionally lift and/or move up to 10 pounds.  Specific vision abilities required by this job include close vision and the 
ability to adjust focus.  The noise level in the work environment is usually moderate. 

 
 


