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[bookmark: example-of-front-desk-coordinator-job-description]Example of Front Desk Coordinator Job Description
Our growing company is searching for experienced candidates for the position of front desk coordinator. We appreciate you taking the time to review the list of qualifications and to apply for the position. If you don’t fill all of the qualifications, you may still be considered depending on your level of experience.
[bookmark: responsibilities-for-front-desk-coordinator]Responsibilities for front desk coordinator
· Greeting and assisting visitors / patients
· Receiving and triaging messages
· Taking patient information and entering into system
· Retrieving patient files
· Assisting the office with clerical duties
· Assisting with other projects and administrative tasks, as needed
· Provide back-up duties for work order ticket delegation
· Provide back-up duties as needed within the Facilities team
· Research projects for building and event-related services and products
· Partner with Safety and Security coordinator as needed to maintain program records
[bookmark: qualifications-for-front-desk-coordinator]Qualifications for front desk coordinator
· Willingness to learn new technologies as needed
· Ability to self direct and execute with little supervision
· 1+ year of experience in a Front Desk, Receptionist and/or Coordinator role
· Minimum of 4 years’ experience in a fast-paced administrative role
· Ability to consistently deliver a high level of customer service
· Provide registration services for various programs available to Teammates
