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JOB DESCRIPTION 
Front Office Associate 
 
 
General Description 
The Front Office Administrator reports to the Executive Assistant and is responsible for all 
administrative responsibilities required to operate the front office while achieving the 
Company’s purpose of creating enduring investments and remarkable places that enrich 
people's lives.  
 
General Areas of Responsibility 

 Manage phone coverage for CITYCENTRE corporate office 
 Assist Team Operations to implement, maintain, and monitor standard operating 

procedures for the CITYCENTRE office 
 Assist as needed with Development, Financial Operations, Leasing, Marketing and 

Property Management to facilitate the successful execution of company and project 
objectives. 

 
Focus Areas of Responsibility 
 
Reception 

 Manage phone coverage for corporate office 
 Complete front office opening and closing procedures 
 Manage policies and procedures related to efficient operation of the office, including 

reception area, breakroom, copy room, and common areas 
 Monitor scheduling of conference rooms 
 Coordinate any additional needs for luncheons/meetings 
 Order supplies for the copiers, printers-toner, and spiral binding 
 Update phone numbers in system and communicate with phone provider (Voyant) 

when issues occur with the phone system or fax 
 Maintain collateral inventory, including business cards, envelopes, and other Midway 

branded collateral 
 Responsible for processing incoming and outgoing mail via U.S. mail, FedEx, and 

messenger service 
 Complete any ad hoc projects as needed 

 
Office Management 

 Order office and kitchen supplies; stock refrigerator; provide refreshments and 
organize catered lunches (set-up and take-down) 

 Order all drinks/snacks for the breakroom  
 Schedule Dahill (copier company) when copier needs maintenance 
 Submit meter reads to Dahill  
 Order supplies for mail machine and add postage when low 
 Manage Outlook contacts in the company directory 
 Organize, schedule, and track MidwayU program 
 Send company wide updates via Outlook, Teams and CMS 
 Promote and manage company wellness program initiatives  



 

 
 
Qualifications and Skills 

 Four-year college degree preferred 
 A minimum of 1-2 years of work experience with a professional services firm or real 

estate services firm 
 High degree of proficiency and knowledge of MS Office (Word, Excel, PowerPoint and 

Outlook) 
 Professional Maturity 
 Strong leadership skills 
 Strong work ethic 
 Desire to add value and grow with the company 
 Exceptional follow-through skills 
 Exceptional organizational skills with attention to detail 
 Exceptional written and verbal communication 
 Ability to multi-task, and prioritize 
 Ability to adapt to changing priorities and be flexible 
 

Qualification Requirements 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.  
 

 Effective written and oral communication skills essential including strong spelling, 
editing, proofreading, punctuation and grammar skills 

 Ability to manage all information with the highest degree of confidentiality 
 Ability to manage multiple priorities in a fast-paced, deadline-oriented environment 
 Ability to follow written and oral instructions 
 Strong work ethic, character, values and confident attitude. 
 Exceptional follow-through skills 
 Fiscally responsible and uses reasoned judgment 
 Ability to plan ahead and think “outside the box” 
 Professional appearance 
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