
  

SUBJECT: Position Description: Receptionist and Office Coordinator 
DATE: July 18, 2018 

 

 
Overview:  
The Montgomery County Economic Development Corporation (MCEDC) brings a big and bold approach to 
achieving greater economic competitiveness and prosperity across Montgomery County, MD. 
 
A 501(c)(3) nonprofit corporation with a fresh public/private perspective, entrepreneurial spirit, and proactive 
approach to economic development, the MCEDC is focused on maximizing Montgomery County’s rich diversity of 
people, talent, and business expertise to keep the county at the leading edge of today’s competitive economic 
development environment. 
 
Overseen by a Board of Directors with both public and private sector representation, the MCEDC is committed to 
growing the county’s vibrant business community and leveraging current strengths and advantages to build an even 
stronger, more stable, and diverse future economy that benefits all members of the community. 
 
The Receptionist and Office Coordinator is a non-exempt, full-time position and serves as a key member of the 
MCEDC’s business operations team. As the first point of contact that businesses and individuals will have with the 
MCEDC, it is vital that the Receptionist and Office Coordinator be punctual and customer service oriented. The 
Receptionist and Office Coordinator will be responsible for helping the company function with efficiency. We are 
looking for a candidate who is organized, shows meticulous attention to detail, and is adept at anticipating needs. 
The ideal candidate will have strong prioritization skills, is solution focused, and will have the ability to work well 
with team members both in person and virtually. 
 
Essential Functions/Duties/Tasks: 
The Receptionist and Office Coordinator will provide administrative support across the organization and will handle 
the flow of visitors through the business, ensuring that all responsibilities are completed with high quality and in a 
timely manner. 
 
The Receptionist and Office Coordinator will be responsible for performing a wide range of administrative and 
clerical duties including: 

• Serving visitors by greeting, welcoming, directing, and announcing them appropriately 
• Managing the shared conference rooms including maintaining calendars, supplies and ensuring cleanliness 
• Answering, screening, and forwarding telephone calls while providing basic information when needed 
• Maintaining reception area by keeping it clean and tidy, as well as stocked with appropriate organization 

materials as needed 
• Receiving, sorting, and delivering daily mail/deliveries/couriers 
• Maintaining security by following procedures and controlling access via the reception desk  
• Performing light maintenance on equipment (office/copy machines, printers, kitchen appliances, etc.) as 

needed 
• Acting as the liaison for all building related issues including liaison to Property Management and Building 

Engineer 
• Managing office equipment by assisting with procurement and routine maintenance upkeep, as well as 

tracking costs for monthly billing to space partners 
• Assisting and providing clerical support to team members as assigned by the VP of Operations 
• Managing the inventory of office supplies/breakroom supplies 
• Maintaining effective organizational systems within the office 

 
 

Required knowledge, skills, and abilities: 
• Customer service oriented 



 

• Ability to communicate effectively with individuals, clients, vendors, and office staff 
• Demonstrated ability to work under pressure, handle multiple tasks simultaneously and autonomously, and 

keep tasks on track 
• Be trustworthy, reliable, have strong work ethic, and ability to keep strict confidentiality 
• Excellent organizational skills and meticulous attention to detail 
• Superb interpersonal skills and strong team player 
• Knowledge of administrative and clerical procedures 
• Understanding of project management and the skills needed to forecast and plan ahead 
• Be able to use common business machines (copiers, scanners, etc.) 
• Have a strong working knowledge of Microsoft Office Suite, as well as DropBox and Adobe Acrobat 
• Hold a valid U.S. driver’s license 

 
Preferred education and experience: 

• High School diploma 
• 3+ years of relevant experience in a front office environment  
• Inventory management experience 

 
Description of physical demands and work environment: 

• Position may require moderate lifting of supplies and materials from time to time 
• The working environment is a general office environment with a moderate noise level 

 
Job Type: Full-time, Non-Exempt 
Job Location: Montgomery County, MD 
Required education: High School Diploma 
Required experience: Minimum of 3 years of relevant experience 
Salary: $18 – $22/hour 
 
EEO Statement:  
Montgomery County Economic Development Corporation is an equal employment opportunity employer. All 
qualified applicants will receive consideration for employment without regard to race, color, religion, gender, national 
origin, disability status, protected veteran status or any other characteristic protected by law. 
 

 
 


