
 

 

Receptionist / Director of First Impressions 
Full-Time or Part-Time 

 

Overview 

As our Receptionist/Director of First Impressions you will be a critical member of our detail-oriented team focused on delivering 
an unparalleled level of client service. As our firm’s first point of contact your main responsibilities will be to ensure every client 
interaction is favorable while also supporting the operational needs of the business. 

This position is open to being filled on a part-time or full-time basis depending on the availability of applicants. 

 

Responsibilities 

As Receptionist/Director of First Impressions your primary responsibilities will include (but not be limited to): 

• Welcome clients and other visitors to our offices warmly, making friendly conversation until their scheduled 
appointment time with an advisor 

• Answer and route all incoming calls professionally 

• Place outgoing calls to confirm upcoming appointments 

• Send email communications to clients and other businesses 

• Prepare and send mass mailings 

• Control meeting room flow and ensure schedule adherence  

• Maintain the appearance of all common areas, performing light cleanup when necessary 

• Complete ad hoc projects for management 

 

Qualifications 

Ideal candidates for this position will have earned an AA/AS degree or equivalent.  Applicants without a degree will be 
considered with significant relevant experience. 

Exceptional communication skills and a polished, outgoing personality are required for success in this position.  Applicants must 
be comfortable conversing with clients of all demographics both in person and by phone.  Patience, empathy, and genuine 
passion for helping clients is expected. 

Computer and typing proficiency are required.  A person in this position will be expected to use an online client information 
database and Microsoft Office products on a daily basis. 

Ability to multi-task and being adaptable to constant change will be critical to success in this position.  As a growing small 
business, responsibilities and priorities change rapidly and all employees are asked to be flexible to meet the needs of the business. 

 

Company Information 

At The Horizon Group, our goal is to exceed expectations in every client interaction, whether it’s establishing an initial financial 

plan or reviewing an existing account. Our team of dedicated professionals is committed to providing extraordinary client service. 

We go above and beyond the scope of the typical financial advisor, using our experience and vast network of resources to resolve 

a variety of issues.  From returning phone calls promptly to scheduling timely appointments for any of life’s emergencies, our 

clients’ needs always come first. We currently manage over $400 million for some 600 families in the region. We are proud to be 

in our 25th year of guiding clients through the challenges of managing their money, taxes, and protection needs – not to mention 

serving as a trusted advisor anywhere money touches life.   

 
 

To Apply 

Please send your resume and cover letter (or any questions) to careers@horizonadvisors.net.  Please do not call the 
office with questions or stop in to drop off a resume.   

In addition to competitive salary, The Horizon Group offers an excellent benefit package including eligibility for health 

insurance, dental insurance, disability insurance, paid time off, and 401(k). 
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