[bookmark: _GoBack]There's a new position open at Soilworks!

Workplace Location:  7580 N Dobson Rd Ste 320, Scottsdale - Corporate Offices

Position Title: Receptionist / Administrative Support

Position Status: Full Time

Rate of Pay: $12.00 (minimum) to $14.00 (maximum)

Pay Notes:

Benefits Eligible: Hourly

Driver's License Required:

Job Description
This position is primarily responsible for operating a multi-line Cisco telephone system to answer incoming calls and directing callers to appropriate personnel.  In addition, provide administrative support for all members of the Soilworks team in order to help meet or exceed company sales and profit objectives.  Live by the vision, mission and values of the organization.

Responsibilities
Professionally greet all internal or external customers and welcome them to the Soilworks corporate office • Determine the needs of the visitors and direct them to the appropriate resource; call the appropriate Soilworks employee(s) to notify them of the visitor or appointment; offer visitors coffee or water as appropriate • Manage the birthday and anniversary cards and acknowledgements for the team • Order anniversary trophies and awards as needed • Answer all calls within 2 rings with standard greeting and direct them to the appropriate Soilworks team member • Check and forward voicemail in a timely manner • Support the sales team and provide order entry and order processing support as needed • Provide excellent customer service to all internal and external constituents (employees, strategic partners, customers, etc.) • Conduct research or work with sales support to assess and direct the sales calls correctly; look up customer in Salesforce and direct to the correct sales representative • Update appointment calendars as needed • Take and deliver messages or transfers calls to voice mail when appropriate personnel are unavailable • Answer questions about organization and provide callers with address, directions, and other information • Maintain fax machines, assist users, send faxes, and retrieve/routes incoming faxes • Generate and send all customer thank you notes and information packages • Create new and maintain inventory levels of all marketing materials, forms, business cards, product labels and office supplies • Maintain inventory and stocking of coffee in the break room and water in the conference room • Responsible for keeping the office and break room clean and professional at all times • On a daily basis, receive, sort and distribute incoming mail and send out all outgoing mail; this includes printing postage and custom stamps from Stamps.com • Sign for all company deliveries and distribute to the appropriate recipient • Complete all requested projects by any member of the team in a timely manner, including: filing, labeling, shredding, shipping envelopes or packages, sorting, collating and stapling materials for internal or external distribution • Communicate and coordinate schedules with Sales Support (then Executive Assistant, Logistics and Accounting) to ensure the telephones are covered during all business hours • Immediately forward all leads to Sales Support that arrives in the info@soilworks.com within 2 hours • All other administrative and support tasks as needed, including light cleaning • Assist with basic Cisco Phone System programming • Maintain electronic door access software (issue and/or reassign door cards as necessary, make programming changes)

Relationships & Roles:
Support all members of the team so the company can meet and exceed its sales and profit goals Serve as the company’s first point of contact on the telephone and in person when constituents call in or come to the office Take initiative to provide assistance and support on company projects

Skills Required
COMPETENCIES: 
To perform the job successfully, an individual should demonstrate the following competencies:

• Analytical - collects and researches data • Problem Solving - identifies and resolves problems in a timely manner.
• Technical Skills - pursues training and development opportunities; strives to continuously build knowledge and skills • Customer Service - manages difficult or emotional customer situations; responds promptly to customer needs; solicits customer feedback to improve service; responds to requests for service and assistance; meets commitments • Interpersonal Skills - maintains confidentiality; listens to others without interrupting; keeps emotions under control; remains open to ideas of others and tries new things • Oral Communication - speaks clearly and persuasively in positive or negative situations; listens and gets clarification; responds well to questions; participates in meetings • Written Communication - writes clearly and informatively; edits work for spelling and grammar; able to read and interpret written information • Teamwork - balances team and individual responsibilities; contributes to building a positive team spirit; supports everyone's efforts to succeed • Quality Management - looks for ways to improve and promote quality; demonstrates accuracy and thoroughness • Business Acumen - understands business implications of decisions • Diversity - shows respect and sensitivity for cultural differences • Ethics - treats people with respect; keeps commitments; inspires the trust of others; works with integrity and ethically; upholds organizational values • Organizational Support - follows policies and procedures; completes administrative tasks correctly and on time; supports organization's goals and values; benefits organization through outside activities; supports affirmative action and respects diversity • Judgment - displays willingness to make decisions; exhibits sound and accurate judgment; supports and explains reasoning for decisions • Motivation - sets and achieves challenging goals; demonstrates persistence and overcomes obstacles; measures self against standard of excellence • Planning/Organizing - prioritizes and plans work activities; uses time efficiently; sets goals and objectives; organizes or schedules other people and their tasks • Professionalism - approaches others in a tactful manner; reacts well under pressure; treats others with respect and consideration regardless of their status or position; accepts responsibility for own actions; follows through on commitments • Quality - demonstrates accuracy and thoroughness; looks for ways to improve and promote quality; applies feedback to improve performance; monitors own work to ensure quality • Quantity - completes work in timely manner; works quickly • Safety and Security - observes safety and security procedures; reports potentially unsafe conditions; uses equipment and materials properly • Adaptability - adapts to changes in the work environment • Attendance/Punctuality - Is consistently at work and on time; ensures work responsibilities are covered when absent; arrives at meetings and appointments on time • Dependability - follows instructions, responds to management direction; takes responsibility for own actions; keeps commitments; commits to long hours of work when necessary to reach goals; completes tasks on time or notifies appropriate person with an alternate plan • Initiative - volunteers readily; undertakes self-development activities; seeks increased responsibilities; looks for and takes advantage of opportunities; asks for and offers help when needed • Innovation - displays original thinking and creativity; meets challenges with resourcefulness

QUALIFICATIONS: 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

LANGUAGE SKILLS: 
Posses the ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals; ability to write routine reports and correspondence; ability to speak effectively before groups of customers or employees of organization.

MATHEMATICAL SKILLS: 
Posses the ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals; ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

REASONING ABILITY: 
Posses the ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions; ability to deal with problems involving a few concrete variables in standardized situations.

Background & Experience
• 2-5 years of experience in a receptionist or administrative support role • Strong knowledge of all MS Office Tools, Internet and other related applications • Knowledge of Salesforce and QuickBooks are preferred • Excellent administrative, analytical and detail skills • Professional personal presentation • Excellent verbal communications skills • Excellent telephone skills with experience of multi-line systems • Excellent ability to work as part of the team • Effective and efficient answering and routing of incoming calls

Educational Requirements
High School Degree or GED
BA or BS Degree preferred or equivalent work experience

