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Job Description  
 

Job Title:     Receptionist/Administrator   
  
Department:    G&A      
 
Job Description Prepared By:  Jeanne Watkins, HR Director    
 
Date:     January 23, 2008  
 
Work Location/Shift (if applicable): 1st 
 
Position Reports to:   Rick Denton  
 
FLSA Status:  Non-Exempt   Exempt   
   (eligible for OT)   (not eligible for OT) 
 
 
SUMMARY DESCRIPTION OF THIS POSITION: 
This key individual will primarily be responsible for handling, directing, and screening 
all incoming and inter-office calls at Lewcott. This position serves as the first impression 
of Lewcott and therefore must represent the Company in a polished, professional manner 
at all times.  Must also maintain a neat and professional front lobby area. Welcomes 
visitors and notifies appropriate company employee of visitor. Handles all incoming and 
outgoing mail. Orders and maintains office and kitchen supplies. Provides a range of 
administrative support for various departments as needed. 
 
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES: 
 

• Ensure that all calls to Lewcott are answered in a timely, professional and 
courteous manner 

• Meet and greet all visitors and direct appropriately 
• Maintain visitors log 
• Internal Paging (between 2 separate buildings) 
• Print, post and mail company invoices as necessary 
• Facilitate deliveries from couriers, delivery services and regular mail 
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• Basic Accounting support including but not limited to - Accounts Payable (AP) 
support as needed 

• Basic Human Resources support including but not limited to scheduling 
interviews, facilitating application process and maintaining Applicant Tracking 
Log for EEO purposes, maintaining bulletin boards, coordinating payroll stuffers 
and new hire kits as needed 

• Assist with various administrative support for the management team and various 
departments as needed. Provides standard correspondence and memos as needed, 
as well as coordinating meetings and conference calls. 

• Provide clerical support including copying, sorting, filing, faxing, etc. 
• Coordinates travel arrangements (airline and hotel) as needed 
• Ensure that copiers, printers and fax machines are in working order – troubleshoot 

as needed 
• Sort incoming and outgoing mail (including faxes) 
• Help coordinate company functions and events  
• Order lunches for meetings and conference calls 
• Maintain stamp machine by refilling and ordering postage when necessary 
• Assist with any special projects as assigned 

 
QUALIFICATIONS  
 
To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
Minimum Education & Experience Requirements: 
Requires minimum of Associates degree or 5+ years equivalent work experience in a 
busy office environment required.  The ability to handle multiple (and changing) 
priorities is a must.  Excellent phone etiquette and communication skills required. 
Requires professionalism and a solid understanding and demonstration of how to 
appropriately handle both internal and external customers on the telephone and in person.  
Proficiency with Microsoft Office applications required. 
 
Knowledge, Skills and Abilities Requirements: 
The ideal candidate will be customer service oriented, have a pleasant /personal 
demeanor and be highly detail oriented with strong follow-through and organizational 
skills. This position requires the ability to know when to appropriately escalate issues 
requiring further authority. The ability to take direction from multiple individuals, 
prioritize workload while maintaining accuracy, and ensure confidentiality (in some 
cases) is critical.  This motivated individual will regularly interface with managers and 
staff and be willing to help out wherever needed. Must be able to multitask, work 
independently with minimal supervision and be flexible to handle changing priorities and 
business pace (busy times and slow times).   
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Physical Requirements  
Prolonged periods of sitting and regularly speaking on the phone throughout the day. 
Often requires walking outside of the facility, to and from buildings and throughout the 
manufacturing plant daily. 
 
 
DISCLAIMERS 
 
This job profile identified the general duties and minimum level of skills required to 
perform this job. It is not intended to represent comprehensive inventory of all duties, 
responsibilities and qualifications required of employees assigned.  This job profile does 
NOT alter the at-will employment status and it does NOT create an employment contract, 
implied or otherwise. 


