
April 7, 2020 

Director of First Impressions 
Keller Williams Main Line Realty - Bryn Mawr, PA 19041 
$12 - $14 an hour - Part-time 

 

We are looking for a friendly, enthusiastic, and organized individual to join our Keller Williams Main Line 
Realty Team! If you love working with people – this job’s for you! 

Job Description: 

 Answer phone properly with warmth and friendliness. 

 Greet everyone in a positive manner. 

 Properly route phone calls according to Keller Williams "Your Listing Your Lead policy.” I think we 
can just say “according to Keller Williams policies." 

 Assist leadership team as needed. 

 Receive and sort mail and deliveries. 

 Maintain cleanly and welcoming appearance of reception area, conference rooms, training rooms, 
and kitchen. 

 Review compliance records daily. 

 Assist agents with meeting compliance standards. 

 Prepare monthly transaction reports. 

 Manage social media accounts of the brokerage. 

 Keep track of and order office supplies weekly. 

 Create and distribute flyers 

 Maintain printers and office appliances 

 Any additional projects on leaderships' requests. 

Hours: 1 to 5pm, Monday through Friday. (with option to go to 5:30pm) [20 to 22.5 hours weekly] 

 No holiday or sick pay as this is a part time position. 

Job Type: Part-time 

Salary: $12.00 to $14.00 /hour 

Experience: 

 Customer Service: 1 year (Preferred) 

 Receptionist: 1 year (Preferred) 

Location: 

 Bryn Mawr, PA 19010 (Required) 

Working Days: 

 Monday (Required) 

 Tuesday (Required) 

 Wednesday (Required) 



 Thursday (Required) 

 Friday (Required) 

Work Location: 

 One location 

Benefits: 

 None 

Typical start time: 

 1PM 

Typical end time: 

 5PM 

This Job Is: 

 A good job for someone just entering the workforce or returning to the workforce with limited 
experience and education 

Schedule: 

 Monday to Friday 

 No weekends 

Company's website: 

 https://brynmawr.yourkwoffice.com/ 

Work Remotely: 

 Temporarily due to COVID-19 

Apply at: 

https://www.indeed.com/jobs?q=part%20time&l=bryn%20mawr%2C%20PA&advn=4549688589621629

&vjk=d45bffee1a9f83b5 
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