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Front Office Receptionist 
 

Under the general direction of the Administrative Support Manager greets the public in 

person and on the phone, provides information regarding agency services and programs, 

performs general and specialized clerical work in support of housing program and office 

operations. 

 

The Front Office Receptionist is responsible for serving as the first and primary contact with 

housing program applicants/clients, tenants, landlords and services of all departments to 

properly route callers and mail.  As the face of the organization the incumbent will be 

required to be pleasant, welcoming and professional. In addition to the public contact work, 

incumbents are assigned additional clerical work involving housing assistant services and 

general office operations.  It is distinguished from classes in the Housing Assistant series by 

the primary responsibility to the public and the variety or range of clerical activities. 

 

Essential Functions 

 

 Greets the public in person and over the phone; refers caller to other staff and/or 

agency based on specific request/direct inquiry or assessment of described 

circumstances or needs; monitors arrival of applicants/clients for scheduled 

appointments via Outlook calendars, and notifies staff; diffuses potentially volatile 

situations; practices positive public relations. 

 

 Assists applicants, tenants, landlords and other members of the public in completing 

forms; provides informal referrals to community organizations and social/support 

service agencies. 

 

 Receives, routes and/or files mail, email and electronic correspondence; assists in 

preparing verification mailings; does follow-up work as needed.  Sorts and organizes 

mail from tenants, participants, clients, vendors and landlords; meters the outgoing 

mail; may prepare correspondence and routine reports; processes mail from the 

drop box. 

 

 Maintains, receives and stocks office supplies; opens and closes the lobby and 

waiting room; maintains the entire lobby area including forms and documents, and 

responsible for printer and copier upkeep; provides clerical support; completes 

special projects and reports to the Administrative Support Manager.   

 

 Enters data in YARDI software files and is able to look up information in YARDI and 

the Rent Cafe. 

 

 Answers and clears main phone line; directing calls to the appropriate employee or 

department. 

 

 Creates tenant work orders, communicates and verifies closure of work orders with 

maintenance staff. 

 

 Removes keys for vehicles from the safe; monitors vehicle check out; returns keys to 

safe, nightly. 

 

Employment Standards 

 

Education, Training and Experience:  Graduation from High School or GED and two 

years of experience which included customer /public and general office activities, or 
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equivalent educational experience, OR one year of public housing program 

experience supplemented with public contact. 

 

Knowledge of: Public reception techniques including methods to effectively 

communicate with hearing or speech impaired people, with individuals with Limited 

English Proficiency and with individuals with physical, mental or development 

disabilities; verbal defusing techniques; phone etiquette; general office practices; 

clerical processes and procedures; general availability of social and community 

services; office software applications including Word, Excel, and Outlook. 

Confidentiality laws and privacy protection rules.  Fair Housing and non-

discrimination regulations. 

 

Ability to: Receive the public in person and over the phone; maintain a professional 

and pleasant demeanor at all times; remain flexible and open in a changing work 

environment; communicate effectively with people of diverse socio-economic 

backgrounds; monitors phones/office activities to determine staff availability; 

maintain client confidentiality; follow established procedures and policies; remain 

calm in stressful situations; calm angry, confused or otherwise distraught people; 

apply standard office procedures to assignments; understand and apply written and 

verbal instructions; work accurately with and proof-read names, numbers, codes and 

criteria; sort alphabetically, numerically, chronologically and by content; recall 

detailed information; apply specialized work procedures; use computer equipment, 

copiers and other standard office equipment; comprehend equipment operating 

instructions; problem solve; accurately transfer information from one source to 

another; maintain records, logs and indices; extract specific information from records 

or reports; make routine arithmetical calculations; organize and prioritize work 

assignments; maintain confidentiality of client information. 

 

Physical Demands:  This classification primarily involves desk work and includes the 

following physical demands: occasional lifting of up to 25 lbs., standing, working at 

counter height, bending, stooping, squatting, reaching, and the coordinated use of 

fingers, hands and arms. 

 

Working Conditions: The open ventilation office environment is generally clean with 

limited exposure to conditions such as dust, fumes, odors or noise.  Incumbents 

must be able to work in an environment that involves multi-tasking or performing 

varied task almost simultaneously (respond to visitors and callers while processing 

documents). 

 

Special requirements: Bilingual in English and Spanish preferred.  

 

 

This above Job Description is not intended to be an all-encompassing list of responsibilities, 

skills, efforts, or working conditions associated with this position. It is intended to be a 

guideline reflecting the principle activities. HASLO retains the right to change or otherwise 

modify this job description at any time. 

 

 


