Law Office Receptionist: Full Time and Part Time
JOB SUMMARY
Responsible for managing multiline telephone system, greeting visitors, handling incoming/outgoing mail and email, and performing routine clerical tasks for the support staff.
 
ESSENTIAL JOB FUNCTIONS AND RESPONSIBILITIES:
         Answer and direct calls
         Provides prospective clients with basic information about our law office 
         Greets and assists visitors 
         Routes mail, email and messages to proper parties 
         Responsible for management and closing of files and client card file system
         Supports other office staff with general clerical duties as needed including transcription and filing
         Other duties as assigned
 
KNOWLEDGE AND SKILLS 
         Excellent communication skills, both written and oral. Accurate typist with 55 wpm minimum.

Must be professional in appearance
Ability to meet and deal effectively with clients and visitors 
         Ability to maintain effective working relationships with all associates 
         Requires excellent planning and organizational skills
         Ability to multi-task in fast paced environment
         Proficient in Microsoft Word and Microsoft Excel.    
 
EXPERIENCE PREFERRED  

Benefits:  Health

    Dental

    Vacation (after 1 year) 

    401-k (after 1 year).
Application Process:  
 Submit cover letter and resume to:

Kelly Schutzbank


Curtis Law Office


491 S. Washburn St., Ste. 100


Oshkosh, WI  54904
 
Email: kellys@milwpc.com 
