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Job Description
Hospitality Team Member

FLSA Classification
[Indicate exempt or nonexempt] 

Reports to
[Insert title]

Date 
[Indicate date job description was created or revised] 

JOB DESCRIPTION 

Summary/objective 
As receptionist, you are the first face or voice our customers encounter, so a courteous and professional attitude is a must. Whether answering phones, taking messages, processing payments, or directing customers to an agent, we strive for the best customer service possible even on the busiest days.

Essential functions
· Answering the telephone and transferring calls in a timely and professional manner  
· Taking and distributing messages for the office  
· Periodically checking office voicemail and distributing the messages to the agents
· Processing customer payments
· Any other duties as delegated by the manager  

Competencies
·  Pleasant phone manner and professional appearance
·  Computer knowledge a must 
·  Detail oriented
· Team player 
· Willingness to learn new skills 

Supervisory responsibilities
None

Work environment
Professional insurance office

Physical demands
[bookmark: P35_3325]Prolonged periods of sitting at a desk and working on a computer

Travel required
No

Required education and experience
· High School diploma preferred
· Previous receptionist experience preferred


Preferred education and experience
· Prior office and/or cash handling experience preferred 


Additional eligibility requirements


Work authorization/security clearance requirements
Must be able to provide valid documents showing authorization to work in the United States

Affirmative Action/EEO statement 
[bookmark: _Hlk56693537]It is the policy of [insert agency name] to provide equal employment opportunities without regard to race, color, religion, sex, national origin, age, disability, marital status, veteran status, sexual orientation, genetic information, or any other protected characteristic under applicable law.

Other duties
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities, and activities may change at any time with or without notice. 

Signatures
This job description has been approved by:


Manager______________________________________   	 Date ________________




Employee signature below indicates the employee’s understanding of the requirements, essential functions, and duties of the position. 


Employee______________________________________     Date__________________
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