
Allied Insurance

Part-time position with flexible hours/days - $17hr

The Front Desk Receptionist is responsible for making a great first impression from 
all visitors and employees entering the building, acting as the building ambassador. 
This requires a person who is positive, vibrant, professionally dressed, well 
informed and a great communicator. A punctual, reliable and detail-oriented person 
is critical for this position. An outgoing, mature individual with the ability to 
perform multiple tasks is necessary.

Essential Duties and Responsibilities

Answer multi-line telephone system, screen, and route calls to appropriate people. 
Take and relay messages via email and other forms of communication.
Sort and distribute all incoming mail and applicable packages.
Keep accurate inventory of postage funds and supplies on hand.
Provide miscellaneous clerical assistance as directed such as scanning, data entry, 
invoice tracking, departmental credit card reconciliation, and generating 
departmental purchase orders.
Upkeep and control inventory in reception area and mailroom (visitor badges, badging 
supplies and security supplies, copy room supplies, front desk supplies, clean and 
clutter free, etc.
Assist in various communications to janitorial staff and management.
Must demonstrate willingness to learn new processes and procedures.
Cross-train in various operational duties to act as backup to other personnel and 
all other job duties as assigned.

Position is part-time with a flexible Mondays to Fridays Schedule as we are willing 
to work around the successful candidates schedule.
High School Diploma or equivalent.
Ability to interpret and carry out completion of a variety of instructions furnished 
in written, oral or schedule form.
Outgoing, mature individual with ability to perform multiple tasks.
Excellent verbal and written communication skills.
Experience working in a multicultural environment.
Ability to work independently with minimal instruction.
Superb customer service skills.
Must possess a high-level integrity and understand the importance of confidentiality.

All resumes should be sent to Robert Vaskalis at 
robvask@allianceinsurancegrouprecruitment.com


