JOB POSTING

December 10, 2010


TELEPHONE RECEPTIONIST
DUTIES:
1. Answers incoming telephone calls, determines purpose of callers, and forwards calls to appropriate personnel or department.

2. Retrieves messages from voice mail and forwards to appropriate personnel in a timely manner.

3. Takes and delivers messages or transfers call to voice mail when appropriate personnel are unavailable.

4. Answers questions about organization and provides callers with address, directions, and other information.

5. Receives, sorts, and routes mail.

6. Maintains fax machines, retrieves, and routes incoming faxes.

7. Creates and prints fax cover sheets, correspondence, reports, and other documents when necessary.

8. Performs other clerical duties as needed, such as filing, photocopying and collating.

9. Performs other duties as assigned.

QUALIFICATIONS:

1. High School diploma or equivalent required.

2. One year experience in a large office setting answering and directing calls is required.

3. Previous medical office experience preferred.

4. Bilingual (Spanish/English) preferred.

Salary: 
Starting salary dependent on qualifications.

Hours:  
Full time – 80 hours per pay period. 
Location: 
Baden
To be considered for this position:

Internal candidates - complete a Position Transfer form, attach your current resume, and forward to HR

External candidates - fax resumes to HR at 301 599-0463

