July 2013

EASTERN ONTARIO DISTRICT

POSITION DESCRIPTION

RECEPTIONIST
Purpose:

· To create a first impression

· To serve as the first level of care for those who call, visit or correspond with the District Office.

· To lead in hospitality preparation and hosting

· Perform administrative support to specific Specialized Ministry Directors as assigned
· Assist the staff administratively
· To perform general office reception responsibilities
Qualifications:

The Receptionist shall be of mature Christian character with a heart for ministry and possess the following skills:

· Confidentiality and discretion are essential in this position.
· High relational skills (with particular focus on phone skills and hospitality)
· Computer proficiency is associated with this position.

· Must be well organized, able to prioritize and multi-task

· Able to process occasional interruptions

· Able to work independently and be self-motivated

Reporting Structure:
The Receptionist will report and receive daily office management oversight from the Office Manager.  

Hours:

The Receptionist shall be on duty at the receptionist location from 8:30 am to 4:00 pm each working day with a half hour for lunch. They may receive work direction from specific Ministry Directors as assigned.
Responsibilities:
Daily

· Empty dishwasher

· Make regular coffee for morning

· Answer info@eod.paoc email
· Answer phone calls (goal – calls to be answered before the third ring)
· Ensure the phones are on night mode during off hours or when away from the desk

· Greet all visitors and assure that they are cared for while visiting the office (make and offer coffee/tea to guests)

· Drop off/pick up mail at noon; log and distribute all incoming mail

· Run dishwasher at end of day or as needed
· Keep kitchen, copy room and main office areas tidy and organized
· Unlock and lock main door to office in morning/evening
Weekly

· Purchase kitchen supplies (list beside fridge)
· Order office supplies

· Staff email reminder to update SP Calendar (Mon)

Monthly

· Print postage total for Accounting Dept.

· Print copier totals 

As  Necessary
· Deliveries: send/receive
· EOD Special Events Co-ordinator
· Monitor postage machine, maint & supplies

· Monitor equipment: copiers, phone system
· Maintain phone system in the office and change voice messages as requested

· Order flowers & gift baskets

· Process Visas

· To lead in hospitality for all District Executive and District Office meetings.

· To assist in all mailings and offer relief administrative services to other Administrative Assistants in the office.
· Special Projects

· Registrar – District Conference
Specialized Ministry Support

· Provide support to specific Ministry Directors as requested 
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