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	Company Title:
	Regenesis Biomedical, Inc.

	Work Location:
	5301 N. Pima Rd., Ste. 150, Scottsdale, AZ 85250

	Position Title:
	Receptionist 

	

	Position Type:
XX Full-Time

 FORMCHECKBOX 
  Part-Time

 FORMCHECKBOX 
 Contractor

 FORMCHECKBOX 
  Intern/Apprentice 
 FORMCHECKBOX 
  Other ___________________
	
	Rate of Pay:$12 -1 $17/hr DOE
XX Full-time

 FORMCHECKBOX 
  Part-time

 FORMCHECKBOX 
  Contractor

 FORMCHECKBOX 
  Intern 


	Hours  ____40__ / week
XX  Hourly

 FORMCHECKBOX 
  Salary

Benefits Eligible:
 XX Yes
       No


	

	JOB DUTIES/DESCRIPTION:

	Responsible, under Supervisor level supervision, for providing a broad range of customer service activities and administrative support duties including reviewing, researching and processing information, preparing routine and administrative documents and correspondence and other day-to-day office operations and administrative support activities.

· Gathers, reviews, researches and resolves issues based on established policies and procedures and general guidelines.
· Provides administrative support to the department director, management and employees.
· Handles telephone calls, documents, and distributes the information appropriately.
· Communicates with field personnel as required.
· Completes special projects as assigned. 
· Restocks all kitchen supplies as needed; empties out recycle bin in executive area.
· Occasionally clears out expired food in employee lunchroom refrigerators as requested.


	

	CORE COMPETENCIES / KNOWLEDGE & SKILL REQUIREMENTS

· Ability to work independently with minimal supervision

· Time management skills and multi-tasking abilities

· Good organizational skills and an orientation to detail is required.

· Flexibility in work assignments is required to accommodate business needs

· Excellent interpersonal and communication skills to work effectively with all levels of staff.

· Ability to clearly present written information and findings.

· Ability to communicate concepts and present ideas.

· Ability to interact effectively with co-workers and outside contacts.

EDUCATION, EXPERIENCE & TRAINING REQUIRED

· 2-3 years of general office/front desk experience
· High school diploma or GED required
· Proficient computer skills including MS Office (Word, Excel, Outlook)

PHYSICAL DEMANDS

· Must be able to operate telephone switchboard, personal computer and printer 
· Able to work standard office equipment (copy machine, fax machine, etc.)

· Ability to work on a computer up to 8 hours a day.

· Regularly required to sit for long periods of time.

· Regularly uses hands to operate computer and other office equipment.

· Must be able to move about to other work areas as needed.

· Must be able to hear and speak English clearly.

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. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
Regenesis offers competitive pay, health insurance benefits, matching 401k and a generous paid time off plan.



	HOW to apply for the position and contact information?

	To apply for this job, visit our Careers page at www.regenesisbio.com/careers.php
Regenesis Biomedical is an Equal Opportunity Employer
Minorities/Females/Disabled/Veterans




	submitted by:
	Madeline Lewis
	Title
	Director of HR

	opening date: 
	08/17/2015

	closing date: 
	09/18/2015

	For Internal Office Use Posted By:
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