
The Receptionist/Office Coordinator will provide office reception services, office 

management at corporate office, and as needed, off site field offices, for supply 

inventory, incoming and outgoing mail and deliveries, meeting coordination, equipment 

and ordering and maintaining service schedules for office equipment, within a medical 

device manufacturing and engineering environment. 

Principal Responsibilities 

 As receptionist, answer phones and transfer to the appropriate staff member; 

take and distribute accurate messages; ensure phone coverage is accurate 

 Maintain conference room schedule including opening up conference calls and 

WebEx, ordering refreshments and support equipment, communicating to 

attendees 

 Greet vendors, visitors, and clients and direct to the correct staff member and/or 

conference room 

 Receive, sort, and distribute incoming mail and packages 

 Prepare and send outgoing mail and packages 

 Fax, scan, print, and copy documents as directed by senior management (VP or 

above), which are confidential and proprietary in nature (company intellectual 

property, sensitive financial data, etc.) 

 Maintain office filing, binder, and electronic storage systems 

 Update and maintain internal staff contact list on a monthly basis 

 Monitor and maintain office and kitchen supplies for field operations office(s) 

 Perform work related errands as requested such as going to the post office and 

bank 

 Keep office/kitchen/conference areas clean and tidy 

 Special projects 

 Mature individuals with solid work history encouraged to apply 

Qualifications 

 High School degree, Associates degree in office management preferred 

 5+ years experience as Administrative/Office preferred 

Skills/Abilities/Competencie s 

 Ability to multi-task 

 Computer proficiency in Microsoft Word, Excel, PowerPoint, ability to operate 

standard office equipment 

 Must have a valid driver’s license 



Mental/Physical Skills: 

 Excellent command of the English language both oral and written 

 Demonstrable organizational skills 

 Ability to self-direct, and work with a team 

 Ability to lift a minimum of 25 lbs. several times a day (office and kitchen 

supplies) 

Working Conditions 

 Work is performed mainly in the front office of ProTom International’s Wakefield 

office 

Fiscal Responsibilities 

 Use ProTom’s resources in the most efficient and fiscally prudent way possible 

when ordering supplies, equipment or furniture and making travel arrangements 

Training Requirement 

Complete training on, and stay current with, ProTom’s Quality Management System and 

all corporate policies, including specifically Human Resources and Finance policies, and 

the Employee Handbook. 

Salary and Benefits: 

 Salary competitive; depending on experience 

 Company benefits package to include: health, dental, long-term disability, life 

insurance 

 Bonus potential 

 8 Holidays and paid time off 

 Participant in company stock option program 

 


