RECEPTIONIST EXPECTATIONS AND STANDARDS

1. Punctual

a. Early enough to get situated

2. Reliable

a. Shows up when scheduled every day

b. Only calls off for emergencies

c. Gives advanced notice (3-4 weeks) if time off is needed

3. Respectful 

a. to all callers/applicants

b. to sales representatives 

c. Assistant managers and candidates

d. District Manager

e. the office space

4. Professional

a. dress

b. talking in the office

c. honest

d. open line of communication

5. The Right Attitude

a. positive

b. leaves problems at the door

c. cooperative and helpful

d. proactive

6. Follows the Program

a. reads the script

b. focused on same day efficiency

c. Maintains 2.0 efficiency

7. Dedication and Commitment

a. A Great Work Ethic-is always working when it is time to work

b. Looks to create the interview any way possible

c. Looks to constantly improve
