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Front Office Administrative Assistant 
 
This position is Calabrio’s first point of contact, conveys the image of Calabrio to the 

public and is essential to maintaining the professional image in Calabrio’s administrative 

support to all Calabrio.   

 

In this position, you will have multi-levels of responsibilities between Calabrio facilities, 

human resources and other departments that need extra administrative support as 

needed. Company culture comes first in this role with securing the front office, handling 

guests to where they need to go to, company café and office needs to support the 

company culture and activities.    

 

In this position, you have responsibilities between Calabrio facilities and providing 

administrative support by managing multiple Vice Presidents’ schedules, arranging 

appointments, meetings, conference calls, and travel (keeping within Calabrio travel 

policies), etc. Work may require analysis and use of initiative and independent judgment. 

Remain knowledgeable of corporate policy. Often called upon to interpret and 

communicate VP intent to other managers. This person may make contacts of a 

sensitive, complex, and confidential nature.  

 

The Front Office Administrative Assistant will have the ability to work independently on 

projects, from conception to completion, and must be able to work under pressure at 

times to handle a wide variety of activities and confidential matters with discretion. 

 
CORE EXPECTATIONS  
 

OFFICE MANAGEMENT EXPECTATIONS 
 First point of Calabrio – customer service to guests of Calabrio and employees  

 Ensure the reception area’s physical space is professional and welcoming 

 Culture responsibilities; ordering supplies, maintaining inventory and budget, 

and maintaining the multi-café areas and office areas 

 Answering operator calls, forwarding outside calls, greeting guests and arranging 

coverage for the reception area during breaks, lunches and other absences 

 Organizing incoming and outgoing mail in a timely manner 

 Office clean-up; conference rooms, white boards, office supply area 

 Order flowers and company gifts as needed 

 Order business cards and stationery for the organization as needed 

 Assist with receiving and shipping of packages  

 Management of the office with the building maintenance and main office 

o Manage the office keys and manage employee security badge processes  

 Assist in coordinating large meetings, ordering food for the company and other 

departments, working with vendors as needed 
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 Manage the weekly communication on the company monitors by partnering with 

marketing and IT 

 Completes special projects and miscellaneous job-related duties as assigned 

 Other core expectations will be defined by your direct supervisor/manager 

 
ADMINISTRATIVE ASSISTANCE EXPECTATIONS 

 Manage Senior Vice Presidents’ calendars 

 Manage schedules and coordinates meetings/webinars  

 Arrange and coordinate business travel through travel company  

 Create reports using different databases   

 Reconcile expense reports for various SVP’s 

 Organize and maintain contracts and agreement files 

 Assist in coordinating annual sales meetings and other leadership meetings 

 Assist in the coordination of employee meetings, customer executive briefings, 

and tradeshows/conferences 

 Complete special projects and miscellaneous job-related duties as assigned 

 Other core expectations will be defined by your direct supervisor/manager 

 
CORE COMPETENCIES 
 

 Demonstrates highest level of detail orientation, organizational skills and the 

ability to multi-task efficiently  

 Demonstrates a sense of urgency to attain and exceed desired results  

 Demonstrates a sense of confidentiality  

 Ability to leverage a variety of resources and work through others  

 Operates in a cooperative and collaborative spirit to achieve shared goals across 

multiple functions - including, but not limited to Sales, Marketing, Service and 

Business Development  

 Ability to balance simultaneous projects while meeting assigned project timelines  

 Advanced oral and written communication skills with the ability to write and edit 

business correspondence 

 Able to maintain a high level of confidentiality  

 Self-directed, detail-oriented and flexible 

 Willingness to learn and perform any/all work duties 

 Forward looking thinker, who actively seeks opportunities and proposes solutions 

 Other core competencies will be defined by your direct supervisor/manager 

 

EXPERIENCE/EDUCATION  
 

 Bachelor’s degree; Business and/or Communications degree preferred 

 2 years of experience in office and/or business administration 
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 Experience with Microsoft Office products:  Word, Excel, PowerPoint, Outlook, 

Adobe; WebEx and CRM a plus 

 Typing skills of 60 wpm 

 Technology industry a plus 

 
MENTAL/PHYSICAL REQUIREMENTS 
 

 Ability to sit for long periods of time depending on your position and/or getting 

up and down through your work shift 

 Ability to lift up to 20 lbs. 

 Frequent alpha/numeric keyboarding 

 Ability to view a computer for a long period of time 

 

COMPANY POLICY/PROCEDURES COMPLIANCE  
 
Follow all company policies and procedures as well as local, state and federal laws 

concerning employment to include, but not limited to: I-9 information, EEOC, Civil 

Rights and ADA. 

 

To apply to this career opportunity, follow this link: 

https://home.eease.adp.com/recruit/?id=15004271  

 
BENEFITS 
 

We value our employees’ time and efforts. Our commitment to your success is enhanced 

by our competitive compensation and extensive benefits package including paid time off, 

medical, dental, vision and 401k benefits and future growth opportunities within the 

company. Plus, we work to maintain the best possible environment for our employees, 

where people can learn and grow with the company. We strive to provide a collaborative, 

creative environment where each person feels encouraged to contribute to our processes, 

decisions, planning and culture. To learn more about our company please visit: 

www.calabrio.com.  
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