
 
 

Job Description 
 
 

Job Title: Receptionist 

Reports To: Office Manager 

 
Job Purpose 
 
The role of the receptionist is to preside over the hub of the organization and is the first 
point of contact for clients, visitors and community. This position plays a key role in 
expediting client service, supporting the outcome based management of client services 
and ensuring the accuracy of client and agency records. This position reports to the 
Office Manager with lines of communication from the Director of Operation and the 
CEO. 
 

 
Duties and Responsibilities 
 
This position is very diverse and includes a variety of tasks which may include some or 
all of the following: 

 Answer general phone inquiries using a professional and courteous manner  

 Direct phone inquiries to the appropriate staff members  

 Reply to general information requests with the accurate information  

 Greet clients/suppliers/visitors to the organization in a professional and friendly 
manner  

 Process client appointments in Caseworks, take payment if needed and provide 
clients with applicable paperwork  

 Sort and distribute incoming mail, deliveries and faxes 

 Maintain a high level of confidentiality in all interactions with staff and clients 
including client files 

 Maintain the reception area and front office in a tidy and presentable manner 

 Provide administrative support to coworkers and management including data 
entry and reporting; organizing, maintaining and coordinating office records and 
files as required 

 Maintain and monitor office supply inventory levels; place orders as required and 
arrange for servicing of office equipment (ie: copier) if needed 

 Maintain donation data including monthly donations in Giftworks and produce 
reports as required 



 Oversee and process senior grocery orders on Wednesday mornings 

 Provide support to other staff and management as required 

 Complete month end procedures as required 
 

 
Qualifications 
 
 
Skills for this positon include: 
 

 Ability to relate to a variety of people in a courteous, professional and engaging 
manner 

 Proficiency in the use of office equipment, multi-line phone system, photocopier, 
fax and email 

 Respect for diverse cultures, spiritual beliefs, customs, lifestyles and special 
needs 

 Good communication skills, both written and oral 

 Capacity to prioritize and function flexibly and efficiently given multiple tasks 

 Ability to work independently and strong inclination to work as part of a team 

 Ability to quickly comprehend, assess and summarize written information  

 Attention to detail 

 Intermediate computer and keyboarding skills; proficiency with Microsoft 
programs preferred   

 

Personal characteristics 
 The Receptionist should demonstrate competence in some or all of the following: 

 Behave Ethically: Understand ethical behaviour and business practices and 
ensure own behaviour and the behaviour of others are consistent with these 
standards and align with the values of the organization.  

 Build Relationships: Establish and maintain positive working relationships with 
others both internally and externally to achieve the goals of the organization.  

 Communicate Effectively: Speak, listen and write in a clear, thorough and timely 
manner using appropriate and effective communication tools and techniques.  

 Focus on Client Needs: Anticipate, understand, and respond to the needs of 
internal and external clients to meet or exceed their expectations within the 
organizational parameters.  

 Foster Teamwork: Work cooperatively and effectively with others to set goals, 
resolve problems, and make decisions that enhance organizational effectiveness.  

 Make Decisions: Assess situations to determine the importance, urgency and 
risks, and make clear decisions which are timely and in the best interests of the 
organization.  

 Organization: Set priorities, develop a work schedule, monitor progress towards 
goals, and track details/data/information/activities.  



 Plan: Determine strategies to move the organization forward, set goals, create 
and implement actions plans, and evaluate the process and results.  

 Solve Problems: Assess problem situations to identify causes, gather and 
process relevant information, generate possible solutions, and make 
recommendations and/or resolve the problem.  
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Ideally, a job description should be reviewed every three to four years and updated as 
often as necessary. 
 


