MT. WEST RETIREMENT CORP.

JOB DESCRIPTION

JOB TITLE:  Weekend Receptionist

REPORTS TO:  Administrator 

JOB SUMMARY:  The Weekend Receptionist performs those tasks needed to organize the front office; greeting people, answering phones, handling the intercom, giving appropriate information and assisting the Administrator with office responsibilities.

DUTIES AND RESPONSIBILITIES:

· Answering telephone (transferring, on-hold, paging).

· Taking messages.

· Directing information to correct sources.

· Receipt writing for rent, guest meals.

· Operate fax machine and copy machine.

·  Insure community forms are all in order.

· Keep general information and dietary menus.

· Take orders for guest meals.

· Keep up to date community apartment roster.

· Keep employee telephone list and resident phone list up to date.

· Purchase and sell stamps. (Resident stamp fund.)

· General filing.

· Determine inventory on office supplies and submit for approval to management.

· Keep common area and front desk tidy (clutter free).

· Post mail.

· Provide community tours for potential residents.

· Respond to resident questions and inquiries.

· Respond to emergency calls from residents.

· Competency with computer programs (Microsoft Windows 98, Excel, etc.)

· Assisting Administrator with special projects and/or assignments.

· Assist in coordination and implementation of marketing plan with fax bomb, callbacks, direct mail as directed key management.
QUALIFICATIONS/SPECIFICATIONS:

· Able to communicate clearly both orally and in writing.

· Genuine interest in working with the elderly.

· Able to handle complaints graciously.

· Understanding of revenue receipting and posting. 

· Experienced computer user.

· Ability to multi-task and prioritize.

· Relate to people in a courteous, understanding and cooperative manner.

· Well groomed.

PHYSICAL REQUIREMENTS OF THE JOB

Sit

Sit frequently and for up to, and at times exceeding one hour, but 



punctuated by 
frequent arising from the chair to stand.
Stand

Stand frequently, punctuated by opportunity to sit at varying intervals.

Walk

Walk level surfaces frequently, but rarely exceeding 150 feet at any one 


time.



Constantly          Frequent           Occasional           Rarely

Lift

     <5#

       <10#
         >20#
          >50#

Carry

     <5#

       <10#
         >20#
          >50#

Push/Pull
     <5#

       <10#
         >20#
          >50#

Climb

Walk stairs on a frequent basis, with opportunity to utilize elevator 
as 


alternate resource.

Bend

Bends at waist, knees, hips and spine on a frequent basis while filing 


paperwork or reaching for items usually <10#.

Squat

Performs squats on an occasional basis to reach below knee to file 



paperwork or reach items usually <10#.

Twist

Performs a twist or rotation constantly at the trunk, hips, knees and neck 


while reaching for items <5#-10#.

Reach

Reaches on a constant basis while sorting and filing. May occasionally 


reach overhead and below waist when filing or sorting paperwork or light 


weight items 
of <10#.

Hand 

Constant requirement for hand dexterity for typing, telephone usage, Dexterity 
paperwork sorting and arranging.

Sensory

   Vision
Must be able to read clearly with or without corrective lenses.

   Hearing
Must be able to hear telephone, audible alarms, bells, and signals related to 

resident safety with or without hearing devices. 

Speech/
Must have strong command of the English language sufficient to read and 

Language
write and interpret medical and administrative information.
I have received a copy of the above description and acknowledge that I have read and understand it. I acknowledge that I’m capable of performing the described tasks.

_______________________________________________

_________________

Employee Signature
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