



NATIONAL ASSOCIATION OF REALTORS®
Receptionist
IDENTIFICATION:

Job Title: Receptionist 





Department:
Executive



Status: F/T or P/T 
FLSA Status: (do not complete)
Reports to: Chief Staff Executive (CSE)
Revision Date: 8.14.17
Number of Direct Reports: 0
Disclaimer: Please note that this sample job description is for consideration and reference only, with the hope that it is a helpful resource.  It is not policy, and there is no requirement to use this sample.  It is not intended to represent the best, or the only job description for this position.  The needs and interests of each association vary, therefore, an association must craft and tailor the job description that is most suitable and appropriate for the association’s needs and interests.  
POSITION SUMMARY:

The receptionist is a vital member of the team and is responsible for assuring superior customer service to all association members and successful operations of the front office.  This position performs a wide variety of administrative support functions and makes certain phones are answered promptly and guests are greeted professionally and their needs met. This person will act as the central point of contact for all association members therefore will play a primary role in promoting a professional image and valued reputation.   

Essential Functions: 

· Greets walk-in customers, identifies need, and if applicable, directs to appropriate personnel

· Answers phone, assists members with questions, aids in problem solving, and addresses concerns promptly and effectively

· Assists with new member applications when requested by Membership Services Administrative Assistant

· Coordinates attendance of new member orientation and ensures proper dissemination of materials

· Assists when needed to correct membership data for accuracy with paper trail of changes noted in each member file
· Assists members with key troubleshooting and issuing new keys.

· Assists  with general membership Functions

· Assists with set up for the Board of Directors for both the association and MLS

· Is fully knowledgeable of the MLS Rules and Regulations, lock box rules and regulations and policies of the association

· Maintains and supports all functions of the key system

· Assists Education and Events Coordinator with all functions for set up, records and food supplier as directed
· Participates in all staff meetings and development opportunities 

· Assists with other duties as assigned by the CSE
· Assists in maintaining clerical database personnel for Broker offices

· Ensures that association mail is delivered
· First response for alarm system

· Ensures the CSE is informed of any problem with the system or membership
QUALIFICATIONS:
· 3 years related experience is preferred

· Excellent written and verbal communication skills

· Exceptional listening skills and patience

· Extensive knowledge of all Microsoft Office applications
· Ability to multi-task and successfully problem solve. 
· Ability to naturally project a positive, energetic, and professional image. 

WORK ENVIRONMENT AND PHYSICAL DEMANDS:
· Ability to walk, stand, and sit (including on the floor) for long periods of time.

· Must be able to lift and carry supplies weighing up to 20 pounds.

· Ability to stand or sit while maintaining alertness for several hours at a time.

· Position may require bending, leaning, kneeling, and walking.

· Ability to speak concisely and effectively communicate.

· Visual and auditory ability to respond to critical situations and physical ability to act swiftly in an emergency

· Ability to view/enter data for long periods of time.


