
JOB DESCRIPTION FORM 
 

 
 

Division/Department: Accounting    
 
Location: Fresno, CA 
 
Job Title: Receptionist    
 
Reports to: Grayson Parley    Title: Controller 
                           Maritza Gonzalez                                                             Office Manager 

 

Position Overview:  

This person is responsible for answering the telephone, transferring calls to correct person, and taking 
messages. This position is also in charge of monitoring visitors as they come into our facility  The successful 
candidate will also help with other duties within the accounting department. Bi-lingual preferred. 

Essential Core Values Needed at Baloian Farms: 

1. Dependable 
2. Respectful 
3. Honest 
4. Work Ethic 
5. Determined 
6. Communicate well. 

 
Essential Job Functions: 

 1.  Answering multiple line system (by the second ring) 

 2.  Transferring calls to appropriate person  

 3.  Taking messages when person is not available.  

 4.  Monitoring visitors to our facility  

  

Additional Requirements and Responsibilities: 

 1.  Putting invoices in order, removing bill of lading  

 2.  Checking invoice print out for errors 

 3.  Filing  

 4.  Distribute mail 

 5.  Keep record on Slack (attendance) of absent employees  

 6.  Receive all incoming packages 

 7.  Bi-lingual  


