
                                   

 

 

WESTERN STAR & FREIGHTLINER TRUCKS OF GRANDE PRAIRIE 
 

 

7802-110 Street, Grande Prairie, Alberta T8W 1M3 * Tel: 780-513-2236 * Fax: 780-513-2846 

Job Title: Receptionist/Administrative Assistant 
Location: Grande Prairie 

 

Western Star & Freightliner Trucks Grande Prairie is currently seeking a professional and enthusiastic 
‘seasoned’ receptionist who understands that they are the first impression.  This is a permanent full time 
position which includes competitive compensation ranging from $18.00 to $20.00 per hour, dependent on 
experience, and a generous benefit package.  

Western Star Trucks (North) Ltd. Parent company of Western Star & Freightliner Trucks, Grande Prairie, has 
been family owned and operated since 1987. We are a leading supplier of specialty trucks for the oilfield, 
mining, construction and logging industries. Western Star recognizes the importance of keeping their 
customers’ trucks working and operating efficiently. Our goal is to decrease downtime and minimize costs 
without compromising quality workmanship. 

Western Star Trucks believes in hiring and retaining the best by offering a positive open work environment, 
Paid Industry Training, Competitive Compensation, and Full Benefits including RRSP Matching.  

Job Summary 
 

Under the supervision of the General Manager, the Receptionist serves visitors by greeting, welcoming, and 
directing them appropriately in person or over the phone. This position is the first point of contact for our 
customers and visitors and must have an innate ability to multi-task while providing a high degree of quality 
professional service. 
 
Duties and Responsibilities 
 

 Welcomes visitors by greeting them, in person or on the telephone, answering or referring inquiries 

 Answering and forwarding phone calls in a friendly and professional manner 

 Maintaining a professional image as the first point of contact 

 Keeping the reception area tidy and clean 

 Directs visitors by maintaining employee and department directories 

 Assists Sales Coordinator in maintaining truck inventory  

 Supports the team in a variety of administrative tasks always maintaining a ‘can do’ attitude 

 Other duties as required 
 
Qualifications 

 

 Demonstrated outstanding customer service skills with an outstanding phone manner 

 Able to effectively communicate, in English, both verbally and in writing 

 Extremely organized and detail oriented with the ability to multi-task 

 Proficiency in computer applications and office equipment: Windows, Microsoft Office, email, 
database experience, fax machines, photocopiers, and multi-line phone systems 

 Able to take direction and complete tasks required by management and other team members 

 Basic mathematical skills 

 Able to work efficiently as a part of a team as well as independently 

 Strong work ethic and positive ‘can do’ attitude 

 


