
THE METH-WICK COMMUNITY 
Job Description 

Manor Receptionist 
 

Job Summary:  Responsibilities include: handling incoming calls, post office duties, monitoring security, 
clerical duties and serving as first contact with Meth-Wick for visitors, families and the general public.   
 

Accountability:  Reports to the Front Desk Supervisor. 
 

Qualifications:  High school graduate with some college preferred and basic experience in office functions.  
Must be able to keep confidential information, have attention to detail and thoroughness, and computer 
knowledge.  Good telephone voice; ability to communicate with general public, staff and residents, 
computer skills, and the ability to handle multiple requests and remain calm. 
 

Physical and Mental Requirements:  Must have sufficient vision and hearing abilities to adequately meet 
job requirements. Must be in good general health and possess the ability to cope with the stress of the 
position. Good verbal and written communication skills to relate and respond to the residents, staff, 
vendors, board of trustees and the general public. Ability to sit for 80% of a working day. Bending, stooping, 
or squatting as required to meet job requirements. Must be able to read fireboard and turn the fireboard 
knobs when necessary. Also be able to silence the civil defense alarm located seven feet from the floor. 
 

Essential Job Functions: 
 Receptionist 

  Greet residents and visitors in a friendly manner – providing direction when needed 
  Cash resident checks 
  Know what is going on in various common areas on campus in order to direct visitors 
 

Clerical and Scheduling 
  Accurate message taking 
 Transportation scheduling – both Intra-Campus and Meth-Wick Chauffeur 
  Prepare and distribute “Change of Status” forms in a timely manner 
 Type, collate, and copy for staff as requested 
  Communication link for those with pagers and/or radios 
  Attend all mandatory in-service training sessions 

 

Post Office 
  Sort and distribute mail, forwarding as necessary 
 

Security 
  Secure front door in the evening 
  Contact police or fire department when necessary 
  Contact President/CEO for emergency consultation 
  Organize and distribute resident apartment and mailbox keys and key sign-outs 
  Alert staff and residents in the event of severe weather 

 

I have read the above job description and fully understand its contents. I further understand I am 
responsible to competently perform each of these duties listed above. 
 
 
______________________________________________  _____________________________ 
Signature       Date 
 
______________________________________________  ______________________________ 
Employer  Signature   Date 


