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RECEPTIONIST (DIRECTOR OF FIRST IMPRESSIONS) 
 

SUMMARY: Energetic and growing CPA and financial advisory firm is looking for an out-going, service 
driven Director of First Impressions (Receptionist) to add to our amazing team.  In this position, you 
will assist our clients and staff by providing professional support to our clients and team members.   You 
will often be the first point of contact to our awesome customers.  
 
RESPONSIBILITIES/DUTIES: 
 

 Open Office, greet clients, answer the phone, and provide instruction to the clients 
 Maintain organized, neat appearance in office and office entry point 
 Run errands – post office, banks, lunch, delivery to clients  
 Perform mailouts of client organizers and marketing materials 
 Assemble tax returns for client pickup 
 Make arrangements for meetings, appointments, and gatherings 
 Assist professional staff with gathering data for tax return preparation  
 Scan tax source documents, importing and reconciling results 
 Support fellow team members and help them stay client focused 
 Our phone expert – maintain phone menu, train team members, monitor 
 Ensure consistent branding on e-mail, advertising, and other public facing materials 
 Any other administrative tasks 

 
ABILITIES: 
 

 Ability to stay calm, handle deadlines, and put people at ease with empathy and compassion 
 Technology aptitude, ability to give customer support for logins and passwords 
 Proficiency in Microsoft Word, Outlook, and Excel 
 QuickBooks or QBO experience a plus 
 High level of discretion with confidential information 
 Ability to have a good laugh and bring joy to team members and customers 

 
Apply via Our Listing on Indeed.com    JACPA Contact:  courtney@teamcpa.net 
 
About Us 

We are a paperless company using state-of-the-art technology. You will gain experience with Quickbooks, 
Quickbooks Online, and a multitude of accounting-related software. Janney & Associates, CPAs, PC is a tax, 
accounting and financial advising firm located in Smithville, Tennessee.  We work with individuals and 
small businesses to develop a deep understanding of their goals and implement tax and advisory 
solutions that fit their needs.   


