
R E C E P T I O N I S T

PURPOSE
Present a positive, professional environment for visitors interacting with MERI, either in person, entering the building, or on the phone. 

Provides a variety of support activity and function on tasks or projects as assigned.

REPORTS TO
Staff & Anatomical Resources Manager

INDIRECTLY
Collaborates with Compliance & QA Manager on specific job tasks related to Compliance, Safety and QA; assists other managers in 
general support of projects as needed

ESSENTIAL JOB FUNCTIONS 

Prepare the reception area to receive guests, including but not limited to preparing coffee, snacks and supplies, posting daily 
activities/locations for guests, etc. Remains attentive to the appearance of the public areas at MERI, ensuring that they are always 
clean and orderly; requesting support to correct any deficiencies.

While maintaining a positive, professional presence at all times, welcomes and assists visitors by greeting them immediately on the 
phone or in-person; answering questions and referring them appropriately; assist with their administrative needs such as faxing, 
ground travel arrangements, reservations, catering directions, blank shipping forms, etc.

Develop ongoing rapport with new and repeat sponsors, learners and guests, always providing the best welcoming environment, 
anticipating needs and providing support as needed.

Maintains security by following procedures, monitoring cameras and logbook, issuing badges and setting up appropriate resource 
and emergency material for others who may periodically cover the reception area. Makes recommendations of enhancing security 
recommendations and concerns and involves management as needed.

Perform administrative duties as needed, including document preparation, internet research, copying and collating, logs, or 
whatever general support may be needed to keep operations flowing smoothly and efficiently.

Prepares personnel radiation badges as needed for participants, faculty and employees. Works with clinical team to secure names 
for badges and when needed for courses on site or in advance to be sent with course supplies for off-site courses or local bioskills 
courses. Anticipates and requests additional badges are ordered through Compliance & Quality Assurance Manager when supplies 
are needed for future courses.

Maintains updated reference material for others who may occasionally cover the front desk including updated phone lists, room 
phone lists, donor and employee applications, and be able to anticipate things that may be needed when others do cover. Ensure 
part-time receptionists are fully trained and updated to anticipate the needs and handle activities beyond the normal business 
hours (before and after) and on weekends.

Train new employees on key procedures and safety precautions and emergency procedures for the building. Familiarize staff with 
other changes related to the reception area as the occur.

Successfully share in a cooperative environment with one or more people in part- time receptionist positions so that they are fully 
aware and able to handle activities and issues that may occur during business hours, and more likely, before and/or after business 
hours and on weekends.

Contribute to the team by completing tasks and projects assigned as needed in a timely, accurate and complete manner.

Perform other duties as needed in support of MERI’s mission and activities.



R E C E P T I O N I S T

OTHER FUNCTIONS

Assist fellow MERI staff members in setting up meeting rooms, labeling employee mailboxes, printing and displaying employee 
schedules as needed, maintaining supplies for meetings and courses and providing general guidance and direction.

General observation and tracking of employees’ whereabouts as whether they are at the MERI or out of the area.

Assist fellow MERI staff members in breaking down meeting rooms after sponsors leave to include removing food, trash, coffee, 
etc., wiping down tables and resetting for the next day.

POSITION REQUIREMENTS

Ability to flex schedule to work earlier or later as needed. Some weekends may be required, typically a Saturday and an occasional 
Sunday.

Reliable transportation to meet adjusted start/end work times.

A minimum of three years of relevant previous experience in public, customer relations type capacity.

Must be able to multitask, particularly the ability to be attentive to the needs of customers and divert your direction to their need 
and then return to task at hand.

Excellent, clear and soothing phone voice to assist guests and callers.

Attention to detail and accuracy. Must take initiative to improve relations withguests and improve productivity.

Service oriented, eager to meet visitors’ needs.

Intermediate level skills with Office Suite products particularly Excel; including such activities and functions as data entry, mail 
merge, V-Lookup, spreadsheet formatting, concatenate, delimiters, sorting, and counting.


