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 CORPORATE RECEPTIONIST TRAINING 
 

 
 
The receptionist is often the first person that visitors to an organization encounter. As the face 
greeting visitors to the building and the voice answering the main telephone number, she sets 
the tone for the company. To be successful, the corporate receptionist needs training on 
customer service, how to use the phones and computers and a solid understanding of the 
company. 
 
Customer Service 
 
At the core of position, the receptionist provides customer service, so she needs basic 
customer service training. Her training should include how to greet visitors, including 
customers and internal staff, and how to ascertain the nature of the visit or inquiry. Training 
must focus on the importance of a positive attitude and how appearance, voice inflection and 
listening skills impact the success of the position. Receptionists also need training on defusing 
difficult situations, handling angry callers, and emergencies. 
 
Company Training 
 
The corporate receptionist needs training about her company and the products and services 
it offers. Understanding the nature of the business and history of the organization will help her 
to answer inquiries and direct callers to the appropriate department or person. The receptionist 
should also have the most current company organizational charts so she knows who works in 
what department and what function each person performs. Additionally, the receptionist 
should recognize the company’s leaders by appearance and voice and have knowledge of the 
company’s most important customers. 
 
Systems Training 
 
Training on the telephone and computer systems is essential for the corporate receptionist. 
Training starts with how to use the telephone. The receptionist's phone system is often the 
most complicated in the organization, and she will need to know how to transfer calls, connect 
conference callers and put callers on hold without dropping calls. Additionally, many 
receptionists document calls or assist with administrative projects that require computer work. 
Efficient use of the company’s systems will create additional value to the corporate receptionist 
position. 
 
Education and Required Skills 
 
Most corporate receptionist training occurs on the job. No classroom or book training can 
replace hands-on experience and learning by doing. Though the position can be entry-level, 
the new hire must come with good listening and speaking skills, typing skills and the ability to 
learn. Community colleges and training schools may offer diplomas or certificates for 
receptionists or administrative assistants; however, this is often not required for the position. 


