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    Receptionist
     Responsibilities:

· Professionally answer and direct all incoming phone calls and visitors.

· Administrative responsibilities include word processing, faxing, filing, copying, mailing and Overnight/Express shipping.

· Provides administrative support to Facilities and HR staff.

· Ensures visitors, employment applicants, vendors, and employees are handled in a responsive, professional and courteous manner. 

· Responsible for enforcing security procedures and monitoring of employee and visitor badges.

· Distributes faxes to staff mailboxes throughout the day and packages to staff upon receipt.

· Organizes and maintains conference room schedules.  Accepts meeting requests on behalf of the conference room or locates alternative meeting space.

· Prepares and updates internal employee phone, fax, and emergency lists and distribute to appropriate personnel.

· Responsible for placing and distributing supply orders.

· Maintains reception area neat and organized 

· Performs opening and/or closing duties daily.

· Other duties as assigned by Facilities Supervisor and/or Customer Care Director.

Required Skills:
· 2+ years Administrative experience in a busy office environment

· Some college preferred
· Previous facilities/administration experience
· Ability to prioritize tasks and provide administration support to a variety of people and situations.
· Knowledge of standard office procedures and equipment.

· Proficient in Microsoft Windows Office Suite including Word and Excel; some Access.

· Ability to work independently; multi-task and remain calm in all situations.

To apply go to the following link and create a profile: 

https://performancemanager4.successfactors.com/career?company=intersections
Intersections Inc. is an Equal Opportunity Employer. EOE/M/F/D/V.

Visit us www.intersections.com
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