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OPPORTUNITIES, INC. JOB DESCRIPTION 

 

Job Title:  ADMINISTRATIVE  RECEPTIONIST 

 

General Description of Duties:   

Responsible for performing a variety of tasks related to secretarial and reception duties. 

Qualifications Required: 

Knowledge, Skills, Abilities: Communication; Computer (including various software applications such as Excel and 

Word); Correspondence; Office machines; Organizational; Multi-line IP Phone system; Typing (50 words per minute); 

Professional attitude and appearance; Solid written and verbal communication skills; Ability to be resourceful and 

proactive when issues arise; Excellent organizational skills; Multitasking and time-management skills, with the ability to 

prioritize tasks; Customer service attitude; Work with limited supervision. 

Certification/License: Annual TB Skin Test 

Education: High School Graduate or equivalent 

Experience: 1 year general office experience 

Major Responsibilities and Duties: 

Be knowledgeable of administrative activities and administrative office operations of Opportunities, Inc. 

Assist Administrative staff with duties, including: 

 Receive visitors at the front desk by greeting, welcoming, directing, and announcing them appropriately. 

 Provide basic and accurate information in-person and via phone/email. 

 Secretarial and receptionist duties and operation of multi-line phone system. 

 Answer, screen, and forward incoming phone calls. 

 Maintenance of general files, records, and correspondence as required. 

 Ensure reception area is tidy and presentable, with all necessary stationery and material (e.g. pens, forms, and  

 brochures). 

 Handle internal and external mail. 

 Operate and maintain office machines including the postage machine. 

 Maintain office security by following safety procedures and controlling access via the reception desk (monitor  

 logbook, issue visitor badges). 

 Keep updated records of office expenses and costs 

 Perform other clerical receptionist duties such as copying, typing, filing, faxing, and data entry as needed. 
 

Assist Development staff with the following: 

 Maintenance of records related to development activities, including general files, fund-raising files, and 

correspondence as required. 

 Assist in the typing of acknowledgment of gifts and contributions, media communications, and correspondence. 
  

Follow directions of supervisor, performing other duties as assigned. 

 

Physical Requirements: 

Communication - English speaking  Sitting for 2-3 hours consecutively 

Driving vehicles    Standing 1-2 hours consecutively 

Hearing for conversation   Stooping, kneeling, bending, twisting 

Lifting up to 50 lbs.    crouching 

Pushing/pulling up to 30 lbs.  Use of hand, wrist, fingers 

Reaching overhead and in front of   Vision for driving and reading 

body     Walking for short distances 

Responsible to: Administrative Assistant   

Supervision of: None 

 

Performance evaluations are conducted annually.  The employee and supervisor use this job description to help evaluate 

employee performance.  At the time of evaluation, the job description is modified if employee job tasks have changed. 

I have read and discussed this job description with my supervisor and have been given opportunity to ask questions 

concerning it. 

 

____________________________________  ________________________________________ 

Staff Signature      Supervisor Signature 

 

____________________________________              ________________________________________ 

Date       Date 


