
FRONT DESK SPECIALIST 

Hart Wagner LLP seeks a self-starting Front Desk Specialist with excellent communication skills 
to join our team.  Competitive candidates must possess recent and relevant professional reception 
experience, including managing visitors, clients, telephone calls and messages, as well as 
offering high level administrative support, and providing excellent customer service.  To be 
successful in this role, the candidate must also have proven, high-level Microsoft Office Suite 
skills. 

The ideal candidate will:  

 Greet clients and visitors with a positive, helpful approach.  Ensure that phone calls are 
answered promptly, accurately, and professionally. 

 Monitor and maintain lobby appearance, provide direction to visitors and staff as needed. 
Identify needs and resolve promptly.  

 Maintain precise electronic in/out board status of all attorneys and staff members. 

 Manage all conference room scheduling and ongoing updates. Create appropriate signage 
and direction to parties and staff as needed.  Provide set-up, clean-up and lunch orders as 
requested. Monitor and keep kitchen area organized. 

 Provide high-level administrative support to Human Resources, Marketing, and 
Accounting, and staff members, including timesheet entry, mailings, correspondence, 
order office supplies, and various projects as requested.    

 Authorize and manage the parking validations, record-keeping and re-orders. 

 Be a critical member of our Safety Committee leadership; assist in procedures and 
ongoing improvements. 

 Train all new staff members on the features of the telephone system and voicemail, as 
needed. 

 Have proven expertise in Microsoft Office: Excel, Word, and Outlook. 

 Be able to contribute positively as part of a team, and perform other tasks as directed. 

Why join us? 
If you want to be part of a well-established and growing law firm, and be part of a close-knit 
group, then this is the place for you!  We offer a fast-paced, team-oriented and fun work 
environment with competitive compensation and a generous benefit package including medical, 
dental, life and disability insurance, 401k, paid time off and more. 

Hart Wagner LLP is an equal opportunity employer. We welcome all applicants and strive to 
provide a workplace in which all employees feel included, respected, and valued.   



If you meet all of the above qualifications please send your resume and cover letter to 
employment@hartwagner.com.  Applications must include all documents for consideration, and 
will be held in strict confidence. 


