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JOB DESCRIPTION 

 

POSITION TITLE 

Front Office Coordinator 

 

JOB DESCRIPTION 

This position provides administrative support for the corporate office under the direction of the 

Executive Assistant and Payroll Administrator. This individual is key in making a great first 

impression while greeting guests, answering telephones and directing inquiries from customers 

and vendors. Our ideal candidate will have a professional appearance, a positive and flexible 

attitude, strong customer service skills and strong attention to detail. This individual must be able 

to multitask in a fast paced environment with frequent interruptions. 

 

JOB RESPONSIBILITIES 

 Staff the reception area from 8:00am-5:00pm each weekday with some flexibility 

 Answer and direct incoming calls on the main office line 

 Greet all visitors and guests 

 Perform basic security check-in processes 

 Route all incoming/outgoing mail and packages 

 Order and manage all office supplies 

 Issue building access cards per company guidelines 

 Schedule conference rooms using MS Outlook 

 Assist with travel bookings  

 Other projects or tasks, as requested 

 

SKILLS OR EXPERIENCE 

 2+ years of work experience in reception or administrative office field 

 Proficient with MS Office applications (Outlook, Word, Excel) 

 Strong customer service skills   

 Solid organizational and time management skills 

 Strong verbal and written communication skills 

 Ability to multi-task in a fast-paced, demanding environment 

 

EDUCATION 
High school graduate or equivalent experience; some college preferred. 

 

ABOUT LIQUIDATION CHANNEL 

The VGL group (www.vaibhavglobal.com) is a professionally managed Electronic 

Retailer of Jewelry and Lifestyle Products. VGL has its head office as well as the main 

manufacturing facility in Jaipur, India, which employs approximately 2500 people. VGL 

also has sourcing offices in China, Hong-Kong, Thailand and Indonesia. VGL owns 

Jewelry TV shopping channels in UK and USA broadcasting 24/7 it’s live programming 

in over 100 Million homes. VGL group also offers its products through web in US 

(www.liquidationchannel.com) and UK (www.tjc.co.uk) and the share of such web 

revenue is growing rapidly as a percentage of total retail revenue. VGL is a publicly 

listed company on Indian stock exchanges and has private equity investment from a well-

known PE investor. VGL is the only company in the US or UK having such vertical 

http://www.liquidationchannel.com/
http://www.tjc.co.uk/


business model thus offering a virtuous feedback direct from consumers, cost advantage 

and shortest possible time to market with any new find. 

 
 

SPECIAL INSTRUCTIONS TO APPLICANTS 

Please note that if we decide to extend an offer to you Liquidation Channel conducts a thorough 

background check and requires a drug test. 

 

DEPARTMENT 

General 

 

JOB CATEGORY 

Administrative Support 

 

JOB TYPE 

Full Time 

 

JOB CLOSING DATE 

OPEN UNTIL FILLED 

 

Liquidation Channel is an EEO employer 

 

 


