
 

Receptionist 

We currently have a part-time, temporary opening for a Receptionist. This position will 
be up to 30 hours per week, from mid-April through mid-end of August. We are looking 
for someone with a team attitude and the ability to work in a fast-paced environment. If 
you want to be a part of the team that is producing the industry’s finest welded 
aluminum docks, boat lifts, and accessories, we'd love to hear from you. 

About this Position: 

The purpose of this position is to greet and direct all ShoreMaster customers, internal 
and external, in-person and on the phone, in a pleasant and positive manner. A critical 
requirement of this position is to project a high quality image of ShoreMaster, as more 
often than not, the person working in this highly valued position is the first member of 
ShoreMaster staff that customers will speak to or see when they call or visit the facility. 
It is fundamental that the Receptionist embody an enthusiastic, positive and lasting 
impression in the minds of all ShoreMaster customers (internal and external). 

You will be responsible for: 

 Act as lead telephone operator using the ShoreTel multi-line phone system 

 Direct call flow and all customer activity to appropriate person and department 
for follow up 

 Greet all customers/visitors in a positive and enthusiastic manner 

 Responsible for maintaining all provided hospitalities in the reception area and 
the conference rooms 

 Place orders for snacks/beverages, some lunches and office supplies 

 Maintain front desk and lobby area to create a clean, warm, positive and lasting 
impression on ShoreMaster staff and visitors. “Own” the area and take personal 
responsibility for organizing and maintaining it to high standards 

 Perform light duty scheduling of executive travel itineraries, booking flights and 
reservations 

 Some miscellaneous report updating for HR 

 Mailing out catalog requests to customers 

 Other duties as assigned  

Skills & Qualifications: 

 Excellent oral and written communication skills. Must be able to communicate 
complex issues in simple terms and communicate to a wide variety of audiences 

 Ability to work independently, set priorities, react to rapidly changing priorities 
and demands 

 Demonstrated flexibility 

 Solid organizational/development skills



 

 

 Strong knowledge of Microsoft Office programs and office equipment (computer, 
phone, and copy/fax machine) 

 Prior office and customer service experience helpful 

Are you the Right Candidate? 

If you are highly motivated, and believe you would be a good fit as a Receptionist, 
we'd love to hear from you! To apply, complete our online application at 
https://www.shoremaster.com/job-application/, you can also send your resume 
to hr@shoremaster.com. Call 218/998-2316 for more information. 

ShoreMaster, LLC is an equal opportunity employer 
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