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CONNECTICUT INNOVATIONS, INC.

RECEPTIONIST

Connecticut Innovations is seeking a receptionist to answer and direct incoming phone calls and greet visitors.  Provides general information and referral services in response to questions regarding CI and/or CCEF.  Process, sort, and distribute mail.  Enters and retrieves data on computer terminals.  Orders office supplies.  May perform special assignments, such as logging checks, assembling information for mailings and performing related duties as required.

Position requires excellent communication skills including polite, friendly telephone manner; ability to  redirect phone calls to appropriate staff;  ability to provide information about CI and CCEF; knowledge and experience with switchboard; knowledge of Microsoft Office Suite.  

Experience required:  Must have at least two (2) years of experience providing administrative support or acting as a receptionist or switchboard operator.  

Substitution Allowed:  College training in the secretarial sciences or a related field may be substituted for the General Experience on the basis of fifteen (15) semester hours equaling one-half (1/2) year of experience to a maximum of one (1) year.
Please send cover letter, resume and salary requirements, to:

Forward resume, cover letter & salary history to:

Human Resources

Connecticut Innovations, Inc.

200 Corporate Place, 3rd Fl.

Rocky Hill, CT  06067
Closing Date:  Upon Filling Position
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