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Job Title:  Receptionist/Administrative Assistant  
Reports To:  Director of Agency Operations  
Direct Report(s): None 
Area of Focus:             Provides general office support with a variety of clerical activities and related tasks. The 

receptionist will be responsible for answering incoming calls, directing calls and office 
visitors to appropriate associates, mail distribution, flow of correspondence, requisition of 
supplies as well as additional clerical duties. 

 
Key Areas of Responsibility:  

 Provide friendly, compassionate, and professional customer service to our customers (policyholders, 
advisors, and agents) 

 Work with team members and other business units to enhance customer service 
 Answers telephones and directs the caller to the appropriate associate. Will transfer a caller to an 

associate’s voice mailbox when the associate is unavailable. 
 Greets and directs visitors to the company. 
 Provides callers with information such as company address, directions to the company location, company 

fax numbers, company website and other related information. 
 Receives, sorts and forwards incoming mail. Maintains and routes publications. 
 Coordinates the pick-up and delivery of express mail services (FedEx, UPS, etc.) 
 Assists in the ordering, receiving, stocking and distribution of office supplies. 
 Assists with other related clerical duties such as photocopying, faxing, filing and collating.  
 Other related duties, as deemed appropriate 

 
 
Profile: 

 High school diploma plus one year of administrative experience required 
 Associates degree preferred 
 Intermediate or advanced oral and written communication skills 
 The ability to learn new skills quickly 
 Strong interpersonal skills and the ability to transform negative interactions into positive ones 
 Ability to work well independently and collaboratively with a team 
 Working knowledge of Microsoft Office 
 Ability to maintain high standards of professionalism, ethics, and confidentiality 

 
The Company reserves the right to modify, interpret, or apply this job description in any way the Company desires.  This job description in no way implies that 
these are the only duties, including essential duties, to be performed by the Employee occupying this position.  This job description is not an employment 
contract, implied or otherwise.  The employment relationship remains “at will”. 


