SKILLS BASED
[bookmark: _Hlk216901758]JOB DESCRIPTION TEMPLATE

	JOB DETAILS

	Job Title:
	Receptionist
	Department:
	Administration

	[bookmark: _Hlk103065334]FLSA Classification:
	Non-Exempt
	Date:
	January 18, 2026

	Reports to:
	Office Manager
	Travel: 
	None

	Location:
	Insert Location
	Work: 
	Onsite/ Hybrid 



	SUMMARY/OBJECTIVES


The Receptionist is the first point of contact and is responsible for delivering a professional, welcoming, and efficient front-desk experience. This is a skills-based role, meaning success is measured by the ability to demonstrate strong communication, organization, customer service, and administrative execution—not by a specific degree or job title history. The Receptionist supports daily office operations by managing incoming communications, coordinating scheduling, maintaining front-desk organization, and ensuring accurate information flow.
Italic note: Skills-based job descriptions work best when the “success outcomes” and “proof of skills” are clear and measurable.

	ESSENTIAL FUNCTIONS



• Deliver a high-quality front-desk experience by greeting visitors promptly, managing check-in, notifying employees of arrivals, and ensuring a consistent, professional experience, daily (20–30%), using visitor logs, badge procedures, and customer service standards.
Italic note: This is where “customer service + professionalism” shows up as a skill, not a personality trait.
• Demonstrate strong communication skills by answering, routing, and documenting calls accurately, taking clear messages, and escalating urgent matters appropriately, daily (20–25%), using phone systems, call routing, and message documentation.
Italic note: “Accuracy of message” is a measurable skill—consider auditing message accuracy during onboarding.
• Apply organization and prioritization skills by managing multiple competing priorities (walk-ins, calls, admin tasks) while maintaining accuracy and follow-through, daily (10–15%), using task tracking methods and office procedures.
Italic note: This is a core skills-based statement—prioritization is a capability you can evaluate in interviews.
• Use scheduling and coordination skills to support calendars, meeting rooms, and basic meeting logistics (room readiness, visitor instructions, internal notifications), daily/weekly (10–15%), using calendar tools and scheduling systems.
• Demonstrate administrative skills by completing scanning, copying, filing, record updates, and basic document preparation/data entry with high accuracy, daily/weekly (15–20%), using document management practices and office software.
• Maintain operational readiness by keeping the reception area organized, stocked, and presentable, and by monitoring basic office supply needs, daily/weekly (5–10%), using supply checklists and organization systems.
• Execute mail and package processes by receiving, logging, distributing, and shipping items in a timely and accurate manner, daily/weekly (5–10%), using mail logs, shipping tools, and vendor procedures.
• Use judgment and confidentiality skills to handle sensitive information appropriately, follow privacy procedures, and route confidential matters to the correct parties, ongoing, using secure handling procedures and escalation protocols.
Italic note: “Judgment” can be tested with scenario-based interview questions.

	REQUIRED COMPETENCIES-KSAS (Skills-Based)


• Customer service skills: professional greeting, relationship-building, respectful service delivery
• Communication skills: active listening, clear verbal communication, accurate written messages/emails
• Organization & prioritization: manages interruptions, tracks tasks, follows through reliably
• Administrative execution: filing, scanning, data entry accuracy, document handling
• Scheduling & coordination: calendar support, meeting logistics, room coordination
• Technology skills: email, calendars, basic spreadsheets/documents, phone systems
• Professionalism & confidentiality: discretion, appropriate escalation, consistent workplace conduct
• Problem-solving: identifies needs, offers solutions within scope, escalates appropriately
• Reliability: punctuality, dependable coverage, accountability for front desk operations
Italic note: These KSAs are written so you can build a hiring rubric directly from them.

	[bookmark: _Hlk216982249]QUALIFICATIONS (Skills-Based)



• Required Education: High school diploma or equivalent.
• Required Experience: Experience is welcomed, but applicants may qualify through demonstrated skills gained from receptionist roles, customer service, administrative support, hospitality, healthcare front desk, retail service leadership, military experience, volunteer work, internships, or other comparable environments.
• Preferred Experience: Multi-line phones, scheduling-heavy environments, or high-volume customer-facing roles.
• Preferred Tools Exposure: Microsoft Office or Google Workspace; basic office equipment (printer/copier/scanner); messaging tools (Teams/Slack) if used by the organization.
Italic note: This language supports broader, more diverse pipelines while staying job-relevant.

	SUPERVISORY RESPONSIBILITY



Direct Reports: None
Level of Supervision: Individual contributor (works under general supervision; expected to manage front desk responsibilities independently)

	[bookmark: _Hlk216983909]WORK ENVIRONMENT & PHYSICAL REQUIREMENTS



Primarily an office/front desk environment with prolonged periods of sitting and/or standing, frequent phone use, computer work, and in-person interaction with visitors and employees. Requires continuous communication and the ability to shift tasks quickly while maintaining accuracy. Occasional lifting up to 15 pounds (files, packages, office supplies). Standard office equipment used (computer, phone, printer/copier/scanner). May require adjusted hours for coverage needs or peak business periods.

	OTHER DUTIES


This job description is not meant to cover or include all the tasks, duties, or responsibilities the employee may be required to perform. Job duties and responsibilities can change at any time, with or without notice.


	SIGNATURE & ACKNOWLEDGEMENT

	Employee Signature:
	
	Date: 
	 

	Supervisor:
	
	Date:
	




	SKILLS-BASED HIRING ADDENDUM 



This position uses a skills-based hiring approach. Candidates will be evaluated primarily on their demonstrated ability to perform the Required Competencies–KSAs, rather than on specific job titles, years of experience, or degree level. To ensure a consistent and fair selection process, the interview may include: (1) a short work sample (e.g., drafting accurate call messages and a professional email response), (2) scenario-based questions (e.g., prioritizing walk-ins, phone calls, and urgent requests), and (3) a structured interview scorecard aligned to the skills listed in this job description. Reasonable training will be provided for organization-specific tools and processes.

