Bilingual Receptionist
We are seeking a dedicated and professional Bilingual Receptionist to join our team. This role is essential in providing exceptional front-line support and ensuring smooth operations within our office. The ideal candidate will be fluent in both English and Spanish, possess strong communication skills, and have a friendly demeanor to create a welcoming environment for clients and visitors.
Duties:
· Greet clients and visitors in a warm and professional manner, ensuring a positive first impression
· Manage incoming calls, directing them to the appropriate personnel while providing accurate information as needed
· Maintain organized records and files, ensuring all documentation is up to date and easily accessible
Skills:
· Proficiency in both English and Spanish is required
· Previous experience is preferred
· Strong administrative skills with the ability to manage multiple tasks efficiently
· Excellent attention to detail
· Ability to maintain confidentiality and handle sensitive information appropriately

