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Company: ProtecHockey Ponds Job Title: Front Office Receptionist Reports to: Business Manager Location: Somerset, New Jersey Job Responsibilities:  Answer incoming phone calls  Register customers for upcoming Protec programs  Develop extensive knowledge for all Protec programs  Collect payments for program registrations  Other duties as assigned by the Business Manager Job Requirements:  Positive, energetic attitude with good people skills  Must be able to operate a cash register  Must be able to stand for long periods of time  Proficient in the use of Windows-based computer program, including Word and Excel  Must be able to provide excellent customer service and troubleshoot issues as they occur  Excellent organizational skills  Excellent communication skills, both oral and written  Flexible work schedule-must be available nights, weekends and holidays All candidates for hire are subject to a background check. This is a non-exempt, part-time position. Please drop off the completed application to the Front Desk, fax it to ProtecHockey Ponds Ice Center, or e-mail your application to [email protected].
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