Job Title: Receptionist
Position Type and Expected Hours of Work: This is a full-time position. Days and hours of work are Monday through
Friday, 8:00 am to 5:00 pm
Classification: - Non-Exempt under the Fair Labor Standards Act (FLSA)
Compensation and Benefits:
Base salary commensurate with experience and qualifications indicated below
Company provided medical, dental, vision and life insurance
401(K) Plan and Employee Stock Purchase Plan
Two (2) weeks for vacation as well as customary holidays
Free parking
Eligible for benefits after 60 days of employment
Reports to:
Angela Hanley, President
Location:
5847 San Felipe Street, Suite 3700, Houston, Texas 77057
Summary:
Provides general office support with a variety of clerical activities and related tasks. The receptionist will be
responsible for greeting and welcoming guests and directing them to appropriate personnel; setting up and cleaning up
conference rooms for meetings; mail pick up, sorting and distribution; keeping track of office supplies.
Essential Job Functions
 Greet and direct visitors to appropriate personnel
 Sign for deliveries and bring packages to appropriate personnel
 Pick up mail, sort and deliver incoming mail
 Assist in keeping track of office supplies
 Send internal emails regarding company announcements, i.e. new hires, promotions, celebrations, charity
promotions or contests, lost items, etc.
 Collect required information from new hires and update in the Human Resources file, notify IT department to
update those new hires in the email employee list and make managers aware of their new employee’s contact
information and birthdays
 Prepare company’s monthly newsletter
 Prepare coffee in both break rooms every morning and throughout day
 Clean out refrigerators in both break rooms every Monday
 Assist with other related clerical duties such as photocopying, faxing, scanning and filing
Skills:






Excellent communication skills
Customer/client focus
Proficient in the use and application of Microsoft Office (Excel, Word, Power Point and Outlook)
Ability to work and contribute as an effective team player in a fast-paced environment
Strong organizational skills

Physical Demands:
This job requires the employee to have the ability to move about frequently so as to direct visitors to specific
areas of the office, set up and clean up conference rooms for meetings, lift files, open filing cabinets, pick up mail, sort
and deliver mail and bend or stand for long periods of time.
Education /Experience:
High school diploma
One year of administrative experience
Other Duties:
This job description is not designed to cover or contain a comprehensive listing of activities, duties or
responsibilities that are required of the employee. Other duties, responsibilities and activities may change or be assigned
at any time with or without notice.

