THE TREVINO GROUP

JOB DESCRIPTION

Job Title:     Receptionist/General Office Clerk

FLSA Status: Exempt  


Reports To: Human Resources Manager           
Revised Date: February 16, 2023

SUMMARY
Responsible for all activities relating to the Front Desk including greeting guests, answering phones, handling company inquiries, and sorting and distributing mail to appropriate individuals.  Must exhibit excellent written and verbal communication skills, a professional attitude, demeanor, and exemplify the company’s service attitude.  Must maintain confidentiality of all accounting and other company information.  Must maintain a high ethical and behavioral standards.
DUTIES AND RESPONSIBILITIES
1. Answer phone promptly and courteously and accurately route callers to the appropriate personnel.

2. Receive deliveries and notify the appropriate employee
3. Greets all office visitors and directs them to the appropriate staff member
4. Open and stamp incoming mail and distribute to the appropriate personnel.

5. Assist with entering invoices in the accounting system as needed

6. Collects hourly field personnel time sheets from Superintendents and enters them into excel spreadsheet.

7. Process hourly field personnel payroll on a weekly basis.

8. Maintains office supply stock; communicates with Main Office on monthly office supply needs.

9. Maintains and updates Company Directory
10. Assist with maintaining log for subcontractor’s certificate of insurance

11. Performs basic accounting entries as needed
12. Provides general administrative and clerical support

13. Assists Human Resources as needed
14. Assist with arranging company events

15. General and light office filing and upkeep

16. Performs other duties as required

17. Exemplifies service attitude and displays positive attitude at all times

REQUIREMENTS
· High school diploma or GED equivalent.  

· Excellent verbal and written communication skills.

· Must have thorough knowledge of Microsoft Office Software and spreadsheet applications.

WORKING ENVIRONMENT
· Normal Working Environment
