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Receptionist 

  
Brooks, located in San Antonio, Texas, is one of the most innovative, master-planned developments 

in the United States. Founded in 2001, Brooks City Base, now known as Brooks, was created by 

the United States Congress, the State of Texas and the City of San Antonio to redevelop a former 

United States Air Force Base. 

Brooks is a governmental entity created by the State of Texas and owns, operates and develops 

Brooks. There is in excess of $300 million in infrastructure and vertical construction projects 

nearing completion, with an additional $100 million plus of construction projects in various stages 

of closing.  

Brooks offers excellent premium health benefits for you and your family and great retirement 

matching.  

If you are looking for an opportunity where you can live, work learn and play, this is the job for 

you! Come and be a part of a very unique organization where you can play a huge role in the 

success story of Brooks! 

********************************************************************** 

SUMMARY OF PRINCIPAL & MAJOR RESPONSIBILITY:   This position 

requires a customer service oriented individual to meet and greet and provide a courteous, 

friendly, and professional welcome to all visitors. Provides general administrative support 

to tenants and facility maintenance program. Receptionist should be knowledgeable of 

daily occurrences within the organization, from recognizing important meetings to 

ensuring that the lobby and all public areas reflect a professional and inviting working 

environment. This position will provide the first impression and serve as the point of 

contact for Brooks’ visitors and guests and should provide each visitor/guest with an 

excellent visitor experience 
 

PRINCIPAL DUTIES AND RESPONSIBILITIES (Essential Functions): 

 Models Brooks Core Values 

 Front office management duties to include full-time coverage 

 Always greets customers in a courteous, friendly and professional manner, 

assisting them to the appropriate party. 

 Serves internal and external clients in a way that illustrates the true mission and 

core values of the organization 

 Answers calls for the organization, determines the nature of the business and 

directs the callers to the appropriate person/destination. 

 Maintains the front lobby area, reception desk area, break room and copy room 

area. 

 Makes coffee and ensures adequate coffee/front office supplies are maintained 

and ordered in a timely manner.  

 Immediately notifies staff of visitors/guests 

 Serves as the support staff person for meeting(s) coordination and external tours, 

included and not limited to ordering food, & beverages. 
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 Manages, maintains and schedules office conference rooms, ensuring a 

professional appearance. 

 Distributes all incoming mail and responsible for preparing outgoing mail, 

overnight packages and deliveries for all staff. 

 Serves as the Campus Maintenance Request Line and receives service requests 

via telephone or email, assigns work orders to the appropriate technician and 

dispatches when necessary 

 Logs and closes work orders into Hansen and files all completed work orders. 

 Assists in maintaining the Executive budget to include the coffee service, copier 

and postage machine contracts. 

 

Other Functions 

 Any other duties, as required/assigned. 

 

JOB SPECIFICATIONS: 

 

Required Knowledge, Skills, and Abilities (Requirements are representative of 

minimum levels of knowledge, skills, and/or abilities.) 

 Well organized 

 Friendly and polite  

 Efficient  

 Able to deal with difficult clients or customers  

 Self-motivated  

 Have polished communication skills 

 Ability to answer phone in professional welcoming manner. 

 Enjoy working in a fast paced environment 

 Ability to work and foster harmonious working relationships with co-workers. 

 Ability to establish and maintain relationships with managers, co-workers, and 

customers. Be able to listen to the customer needs and demonstrate empathy 

 Willingness to follow procedures and adhere to policies 

 Motivated by positive feedback 

 Ability to interpret a variety of instructions furnished in written or verbal format. 

 Ability to present information and respond to questions from internal and external 

customers. 

 Ability to use all modes of communication, such as phone, fax, and the internet. 

 Ability to communicate orally or in written form effectively with management, 

internal and external customers. 

 Ability to anticipate and solve practical problems and resolve issues. 

 Ability to read and write in English.  

 

Education, Training and Experience  

 High School diploma or equivalent AND 

 Three to five years’ experience in a directly related field. 
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 Previous customer service experience preferred 

 Bilingual preferred 

 

 

Computer Software 

 Hansen or similar asset management system 

 Microsoft Office Suite (Word, Excel, Power Point) 

 Crystal Reports 

 

Licenses and Certifications 

 Valid Class “C” Texas Driver’s license 

 

 

                          Please submit resume to: 

   jobs@livebrooks.com 

NO PHONE CALLS PLEASE 

mailto:jobs@livebrooks.com

