PLATTDUETSCHE HOME SOCIETY

1150 Hempstead Turnpike | Franklin Square, NY 11010 | (516) 352-4252

PART-TIME RECEPTIONIST

JOB DESCRIPTION

Employment

Department Administration Part-Time, Hourly

Regular Sunday through Saturday, 4:00 p.m. to Additional
Coverage 8:00 p.m. Coverage

Status

Vacation and call-out relief as needed

Position Summary

The Part-Time Receptionist serves as a welcoming, professional first point of contact for residents, families, visitors,
vendors, and staff. The position manages front-desk communications and visitor access, supports resident requests,
and helps maintain an orderly, safe, and hospitable lobby environment. Success requires patience, reliability, sound
judgment, confidentiality, attention to detail, and a warm presence in a senior living community.

Essential Duties and Responsibilities

Front Desk, Communication, and Visitor Services

e Greet residents, families, visitors, vendors, and staff promptly and courteously; provide directions and notify the
appropriate staff member of arrivals.

e Answerincoming telephone calls using professional etiquette; route calls, take accurate messages, or direct callers
to voicemail as appropriate.

e Monitor the front entrance and gates, permit access in accordance with facility procedures, and ensure visitors
register through the Advanced Entry kiosk or other required sign-in process.

e Maintain awareness of activity in and around the front desk, report suspicious persons or unusual circumstances
immediately, and follow established emergency and security procedures.

e Receive, log, sort, and route mail, deliveries, and packages; deliver items to the appropriate recipient when front
desk coverage and workload permit.

e Maintain up-to-date resident, department, extension, and emergency contact information available at the front
desk.

Resident Service and Internal Coordination

e Respond to resident questions and reasonable requests with patience, dignity, and respect; Refer medical,
confidential, or complex matters to the appropriate staff member.

e Record resident maintenance requests accurately in the designated Microsoft Teams channel and promptly
communicate urgent concerns to the appropriate department or supervisor.

e Provide basic, non-technical assistance with common-area televisions, streaming selections, and resident mobile
phones when workload permits.

e Communicate clearly with the Administrator, Administrative Assistant, staff team leaders, Nursing, Case
Management, Housekeeping, Recreation, Dietary, and Operations/Facilities as needed to support resident service
and facility operations.

e Protect confidential resident, family, employee, and organizational information and discuss such matters only with
authorized personnel.

Lobby, Common-Area, and Administrative Support

o Write the following day’s lunch menu clearly on the designated whiteboard after 5:00 p.m. and before the end of the
shift.

e Conduct periodic visual sweeps of the main lobby and west wing; collect and discard light trash and maintain a
clean welcoming appearance.
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o Check the lobby restroom periodically and notify Housekeeping through the designated Teams channel when
attention is needed.

e Maintain the veranda in a neat and orderly manner as workload permits.

o Keep the reception desk, lobby, logs, directories, and work materials organized and current.

e Provide basic clerical and administrative assistance, including copying, scanning, filing, data entry, calendar
support, and preparation of routine materials, as assigned.

e Perform other related duties and ad hoc assighments as needed.

Service and Performance Expectations

o Remain attentive and visibly available at the front desk; personal device use must not interfere with residents,
visitors, calls, security, or assigned work.

e Maintain a calm, professional demeanor in an environment prone to interruptions and changing priorities.

e Use good judgment, follow the chain of communication, and seek supervisory guidance when a request is outside
the receptionist’s authority or training.

e Treatresidents as the first priority and support their autonomy, dignity, safety, and quality of life.

e Reportto work reliably and punctually and provide as much notice as possible for an absence in accordance with
PHS policy.

Qualifications

e High school diploma or equivalent.

e Prior reception, hospitality, customer service, senior living, or office experience preferred.

e Ability to speak, read, write, and understand English and communicate effectively in person, by telephone, and in
writing.

e Basic proficiency with Microsoft Teams, Outlook, Word, common office phone systems, and general office
equipment; willingness to learn facility software and technology.

e Strong customer service, organization, accuracy, and follow-through.

e Ability to work independently with limited evening supervision while collaborating effectively with staff across
departments.

e Ability to manage multiple requests, use appropriate judgment, maintain confidentiality, and remain composed
during unusual or urgent situations.

e Professional appearance and conduct appropriate to a highly visible resident-facing role.

Physical and Work Requirements

The employee must be able to perform the essential functions of the position, with or without reasonable
accommodation. The role generally requires extended periods of sitting and computer/telephone use, as well as
intermittent standing and walking through lobby and common areas; bending and reaching for light office or
housekeeping tasks; and handling light packages, mail, and supplies. The employee must be able to observe front-entry
activity, hear and respond to telephone calls and alarms, and communicate effectively with residents, visitors, and
staff.
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