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JOB DESCRIPTION
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Job Title:  PBX Operator/Receptionist 
Prepared On:  10/22/02

Department:  GA – Retail Sales/Cust. Svc.
FLSA Status:  Non-Exempt

Grade:  J13
Job Code:  JN1710

Summary:
 This position is responsible for operating the company switchboard and serving as the corporate receptionist.  The employee in this position is responsible for accurately & courteously placing and answering calls and locating personnel within the company as well as various and miscellaneous clerical duties as time allows while at the switchboard.  Employee is responsible for greeting all visitors, vendors and clients to the facility; providing identification badges and notifying the party or department being visited. 

Principal Responsibilities (Essential job functions only ,listed in order of importance, focused on the desired end results)

· Answer all incoming calls for company and directs to the appropriate party or department.

· Be available to assist executive office staff.

· Handle unique situations and difficult callers in a prompt and courteous manner.

· Greet all visitors, vendors and clients to the facility and act as security.

· Act as limited concierge service for company.

· Take accurate and legible messages as necessary.

· Update and distribute company phone directories including all branch offices.

· Prepare company-wide Travelers and Visitors Schedule on a weekly basis.

· Perform clerical work as time allows while at the switchboard.

· Handle small mail and package pick-up that goes through the front lobby.

· Type labels for Human Resources approximately twice a month and assists with distribution of internal memoranda.

Quality Expectations:  All work is focused on supporting the company’s Quality Policy and achieving the company’s quality objectives regarding Customers, People, and Performance. This includes:

· Delivering a service that meets the needs of the customers.
· Involving others and sharing information in a team environment.
An individual’s work and behaviors reflecting initiative, reliability, consistency, accuracy, thoroughness and pride in workmanship.

Reporting Structure (Titles only)
To:  Supervisor, Sales Administrative Support

Supervise:  N/A

Relationships:  Jeppesen employees, contractors, external customers

Required Knowledge/Skills/Abilities

· Knowledge of the operation of a telephone switchboard.

· Ability to input data into company network.

· Ability to use proper grammar, spelling and etiquette.

· Ability to remember the names and locations of personnel and to understand essential department operations.

· Ability to perform routine clerical tasks and keeps various records.

· Ability to establish and maintain effective working relationships.

· A self-starter and the ability to work extended periods of time alone and unsupervised.

Education/Experience Requirements

· High school diploma or equivalent required.

· One year of experience as a switchboard operator, or the equivalent training and experience.


· Must type a minimum of 40 wpm.

· Must be neat in appearance and adhere strictly to dress code.

· Previous experience with MS Office products.  Oracle helpful.

· Previous experience as a receptionist or front desk clerk preferred.

Physical Dimensions

Physical Requirements:   Ability to sit for an extended period of time
Environment:  Standard office

Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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