
Pottery Studio Receptionist/Assistant Manager
 

If you want to be part of a growing business in a fun atmosphere, like to smile, are passionate about great service, get
excited about being on your feet - greeting guests with a smile, you're someone we'd like to have on our team.
We are looking for a friendly, art loving, outgoing, fun TEAM MEMBER for weekdays, and weekends!! If you are positive,
outgoing, motivated, friendly, courteous, punctual and on the ball... Great! Artastic might be just the place for you. We
offer a creative atmosphere and a rewarding environment.
 
Job Type: Receptionist/Assitant Manager
Part-time 24- 32 hrs/week weekends a must
Salary: $11/hour
Additional Compensation: tips and discounts
Experience: 1 year (preferred)
Working days: Friday - Monday Summer Hours: Monday - Saturday
Typical start/end time: 10AM - 9PM
 
Requirements and skills:

College student/College graduate preferred
Must be proficient in Microsoft Word, Excel, google email, google Docs, google Spreadsheets, google slides and as well
as have a professional appearance and experience with answering phones, handling calls and taking proper messages
Strong customer service and office administrative skills 
Possess strong organizational and follow-up skills 
Excellent written, verbal and social communication skills
Detailed and have the ability to work independently 
Achievement oriented, smart, resourceful, solution-oriented, and tech-savvy
Work with Excel and Word to create inventory data 

Receptionist/Assistant Manager Responsibilities and essential job functions include but are not limited to the following:
Managing all incoming phone calls 
Smiling, greeting visitors and employees
Schedule events and parties as needed
Assist with providing company information and services
Support other administrative staff with support overflow work, including word processing, data entry 
Take direction from owners.
Cover for studio/party assistant shifts on an as needed/emergency basis
Structure, filter, and hand out incoming mail according to specified procedures 
Manage various office files and provide general office filing support
Acts with integrity, honesty and knowledge that promote the culture, values and mission of Artastic.
Maintains a calm demeanor during periods of high volume or unusual events to keep studio operating to standard and
to set a positive example for the shift team.
Communicates information to owners or other staff so that the team can respond as necessary during each shift.
Delivers legendary customer service to all customers by acting with a customer comes first attitude and connecting
with the customer. Discovers and responds to customer needs.
Follows Artastic operational policies and procedures, including those for cash handling and safety and security, to
ensure the safety of all employees during each shift.
Maintains regular and punctual attendance
Maintain receptionist area cleanliness at all times.
Create an inviting environment for our customers by maintaining a clean and organized studio entrance. 
Perform front end responsibilities such as cashier, customer pickup, event scheduling, and fielding phone calls.
Process accurate and efficient cashier sales.

Physical Requirements (the fine print stuff):
Must have great stamina and coordination: Standing, walking, reaching, bending, squatting, kneeling, climbing, quick
turning, heavy lifting (at least 40 lbs.) endure loud music, extensive oral communication (listening and speaking).


