
Our company is growing rapidly and is looking for a front desk representative. To
join our growing team, please review the list of responsibilities and qualifications.

Responsibilities for front desk representative

Establish, organize and maintain recordkeeping and filing systems
Scheduling appointments for all staff
Escorting visitors to campus destinations to ensure proficient student
services
Retrieve telephone messages
General archive scanning
Manage Outlook emails
Update department information using Microsoft Word, Publisher, and
PowerPoint as needed
Friendly, responsible, reliable, and dependable
Motivated self-starter, adaptable, and a team-player
Greet & assist students at the front counter in person, phone, or email using
Microsoft Outlook

Qualifications for front desk representative

Some experience with Publisher and PowerPoint
Previous healthcare customer service experience is required
Answer, route, and/or scribe messages of telephone calls
Escort students and guests, as needed
Organized with good time management skills to complete tasks on time
Will be introduced to college procedures and adhere them

Example of Front Desk Representative Job
Description
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