Director of First Impressions / Receptionist
Continental Flooring Company, a nationwide flooring contractor, seeks a personable, bright, energetic and organized person to join our Scottsdale based company as our Director of First Impressions (AKA Front Office Receptionist). This person should be self-confident, a quick thinker and internally motivated. Ideal candidate will be someone with a competitive personality and a desire to learn and grow.
Primary responsibilities for this position include answering phones with a smile to give our nationwide customers their first impression of working with our office. However, the position is by no means all phones.  The work also involves assisting most all of our other departments in various assigned duties; sales, accounting, marketing and operations all contribute to the overall job description of this position.  Additional duties include but not limited to travel arrangements, vendor registrations, maintaining subcontractor paperwork (contracts, insurance).

Qualifications include:
· Outgoing personality with professional phone skills
· Positive, self-motivated attitude
· Ability to Multi Task 
· Excellent customer service awareness 

· Proven oral, written and interpersonal communication skills 

· Computer Literate
· Effective time management skills
Excellent benefits package including medical, vacation and 401(k) plan. Drug testing is a condition of employment.
Email:  jobs@continentalflooring.com
Fax: 480-945-2603
Notes: This is a regular full-time position. Company is located in Scottsdale off of the 101 and Via Linda. Visit www.continentalflooring.com for additional company information.
