[bookmark: _GoBack]Receptionist/Product Store Position
Level Entry
Job Location Scottsdale Warehouse- PCW [8465 N 90th St Suite 2, Scottsdale, AZ,   USA] 
Position Type Full Time
Education Level High School
Salary Range Undisclosed
Travel %Undisclosed
Job Shift Any
Job Categories Admin – Clerical

Description:

	Plexus Worldwide is a fast growing direct selling company that is searching for talented and dedicated individuals that thrive in a dynamic organization and have been waiting for the opportunity to become part of a team that is committed to providing our Ambassadors with life-changing products and a unique and rewarding business opportunity. 
Direct selling is a method of marketing goods and services to customers, creating business opportunities for millions and generating billions in sales each year. Plexus has grown year over year and went from a domestic ranking of 76 in 2014 to 56 in 2015 as ranked by Direct Selling News and listed Plexus Worldwide 3rd on their list of New Growth Percentage (companies less than 10 years old) with a 332% increase over the prior year!
Our employees enjoy 100% employer paid employee medical, dental, vision, STD, LTD and a 401k program with match! We offer free products each month, have stocked break rooms, Plexus swag and weekly gift card and cash drawings!
The overall role of the Receptionist/Product Store position will be to present a professional image to our Customers, Ambassadors, and Visitors.  Responsibilities will include two main functions:  Receptionist roles and Product Store roles. General hours will be between 7:30 am and 5 pm with these hours rotating within this on a weekly basis.  There are two potential building locations for this position.  A schedule will be provided at least 3 weeks in advance.
Product Store
· Place and pack Orders for Customers and Ambassadors
· Document returned Orders
· Filing forms (inventory, consignment, lot trace, sign in logs)
· Inventory count of Product and SWAG at the end of the month
· Cash transactions (submit to accounting and reset cash box amount)
· Document Product Store volume
· Replenish product supplies as needed from Warehouse
· Maintain Lot Trace for new product shipments received
· Maintain and replenish office supplies
· Take employee requests for supplies
· Track office supplies shared in the office
             Receptionist
· Professionally administer all incoming calls
· Ensure phone calls are redirected accordingly
· Greet guests in a professional, friendly, hospitable manner
· Understand and maintain all S.O.P. and P.C.I. requirements
· Open and close visitor area (locking doors, closing blinds, turning off lights)
· Type memos, correspondence, reports, and other documents
· Perform a variety of clerical duties and additional tasks for various departments as needed
· Special projects as needed
· Cross-trained for future openings
· Receive and distribute mail, courier shipments, interoffice communications


Qualifications:

	Minimum Education: High School Diploma or GED
Minimum Experience: 3-5 years as a receptionist or administrative assistant


	Excellent phone etiquette. Strong interpersonal skills. Ability to work well independently and as part of a cross-functional team. Excellent verbal and written communication skills. Punctual. Able to work with minimum supervision. Customer service driven. Knowledge of Microsoft Office (word, Excel, Outlook, Access). Tobacco Free. Professional Appearance. Ability to multi-task while retaining quality and accuracy. Team player who can lend a helping hand and welcomes collaboration.
Physical Demands:
· The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. The work performed is in a typical interior office that requires normal safety precautions.
· The employee must occasionally lift and / or move up to 30 pounds.
· Ability to do manual labor of the type frequently necessary in a warehouse.
· Daily use of the telephone or computer requires use of hands to handle, or feel and reach with hands and arms as well as the employee is regularly required to sit and talk or hear.
· Specific vision abilities required by this job include Close vision, Distance vision, Peripheral vision, Depth perception and Ability to adjust focus.
· The noise level in the work environment is usually moderate. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Work Environment:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Apply today and enjoy unparalleled benefits and an amazing culture where individuals who embrace change and progress prosper!
Send your resume to careers@plexusworldwide.com today to join us in our goal to reach #1 on the Direct Selling News list!



