
NC Rate Bureau
Receptionist
Position Summary:
Under general supervision, controls access to the building by greeting all visitors. This position issues ID Badges to all visitors, service personnel, temporary associates, and associates with misplaced badges. Monitoring the outside surveillance cameras is a primary responsibility. The receptionist serves as the control center for all emergency procedures and is knowledgeable of the location of all vendors, and service personnel in the building. This position also performs duties for the facility services department including folding outgoing mail and stamping incoming mail as well as data entry. This position processes assigned risk applications received directly from insurance agents, brokers, or producers whose clients are seeking coverage through the NC Workers Compensation insurance Plan (NCWCIP). This position processes policy submissions and policy errors. 

General Job Responsibilities:
	Duties and Responsibilities Statements

	Safety 

· Unlocks the front door at the open of business and locks the door at close of business 

· Monitors the surveillance cameras and reports any potential issues. 

· Controls the distribution of Temp badges to visitors, service personnel, and temp associates 

	Customer Service and Professionalism
· Greets visitors and answers questions, in person and by telephone; responds to inquiries from associates and guests and refers, when necessary, to the appropriate person, or department. 

· Manages visitors and service personnel by keeping visitor log current and communicating with associates when guests arrive. 

· Responds to inquiries concerning assigned risk applications that are brought in by customers.

· Exhibits positive attitude when assisting internal and external customers to provide information and resolve issues. 

· Punctual, dependable, and adheres to dress code guidelines. 

	Administration

· Receives walk in applications from customers, date and time stamps them and provides the customer with a receipt. 

· Processes assigned risk applications received from insurance agents, brokers, or producers whose clients are seeking coverage through the NC Workers Compensation insurance Plan (NCWCIP). 

· Create manual work items for the WCA II staff from scanned NCCI and ERM-14 documents

	Data Management

· Data entry of daily postage reports to spreadsheets from postage machine.

· Maintains records of visitor register.

· Maintains records for temporary badge register.


Qualifications

Education: 

High School diploma, G.E.D. or equivalent combination of education and experience 

Related Experience/Skills:


· Customer Service driven

· Excellent communication skills

· Punctual & dependable

· Professional appearance

· Proficient Microsoft Office skills

· Able to think and act quickly in emergency situations
· Ability to work independently on assigned tasks as well as to accept direction on given assignments.

We are an equal opportunity employer.  

The Organizations do not discriminate against any associate or applicant because of age, religion, sex, race, color, sexual orientation, national origin, disability, veteran status, or any other protected status.
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