Job Title: Law Firm Receptionist
Location: Greensboro, Georgia
Job Type: Full Time
Reports To: Office Manager / Managing Attorney

Job Summary:
We are seeking a professional, friendly, and highly organized Receptionist to be the first point of contact for clients and visitors at our law firm. This role is essential in creating a welcoming atmosphere while providing administrative and clerical support to ensure smooth daily operations. The ideal candidate has excellent communication skills, a polished demeanor, and experience in a legal or professional services environment.

Key Responsibilities:
· Greet clients and visitors warmly and professionally in person and by phone.
· Answer and direct incoming calls using a multi-line phone system.
· Schedule and confirm appointments for attorneys and staff.
· Manage the front desk area, including keeping the reception area clean, organized, and presentable.
· Receive and distribute mail, deliveries, and faxes.
· Maintain client confidentiality and comply with law firm procedures and ethical standards.
· Provide general administrative support to attorneys, paralegals, and staff, including data entry, scanning, filing, and copying documents.
· Assist with intake of new clients, including distributing forms and gathering initial information.
· Coordinate conference room use and prepare for client meetings.
· Perform other duties as assigned by attorneys or the office manager.

Qualifications:
· High school diploma or equivalent required; associate degree or some college preferred.
· Previous experience in a law firm or professional office setting preferred.
· Excellent verbal and written communication skills.
· Strong organizational skills and attention to detail.
· Proficiency with office equipment and Microsoft Office (Word, Outlook, Excel).
· Comfortable learning legal or case management software. 
· Professional appearance and demeanor.
· Ability to handle confidential information with discretion.
· Dependable, punctual, and able to multitask in a fast-paced environment.


How to Apply
Please send your resume, cover letter, and three professional references to angela@delllawfirm.com with the subject line:
"Estate Planning Paralegal Application – [Your Name]"

