Receptionist Daily Excellence Scorecard
Name: _____________________
Date: _____________________
Location: _____________________

(Please rate yourself for each task: 1 = Needs Improvement, 3 = Meets Expectations, 5 = Excellent)

1. 📮 Call Handling & First Call Intake
	Task
	Self-Rating (1-5)
	Notes / Issues

	Answered 90%+ calls within 3 rings
	___
	___

	Maintained empathy and professionalism
	___
	___

	Accurately completed all First Call fields
	___
	___

	Worked within Receptionist role
	___
	___



2. 📞 Call Management During Busy Times
	Task
	Self-Rating (1-5)
	Notes / Issues

	Prioritized urgent vs. non-urgent calls
	___
	___

	Hold times under 1 minute
	___
	___

	Logged all calls
	___
	___

	Requested help if overwhelmed
	___
	___



3. 🗓️ Scheduling Accuracy
	Task
	Self-Rating (1-5)
	Notes / Issues

	Updated scheduling board
	___
	___

	Cross-checked with Red Book
	___
	___

	Entered manifold info promptly
	___
	___



4. 👕 Clothing & Flowers
	Task
	Self-Rating (1-5)
	Notes / Issues

	Clothing sheet completed
	___
	___

	Family contact noted on sheet
	___
	___

	Floral deliveries logged
	___
	___

	Concerns communicated to Care Center
	___
	___

	Flower placement verified
	___
	___



5. 📜 Death Certificates
	Task
	Self-Rating (1-5)
	Notes / Issues

	Verified recipient ID & relationship
	___
	___

	Confirmed correct documents enclosed
	___
	___

	Recipient signed the DC logbook
	___
	___

	Suggested proofreading before leaving
	___
	___



6. 📇 Routing & Messages
	Task
	Self-Rating (1-5)
	Notes / Issues

	Calls routed appropriately 
	___
	___

	Messages included all required info
	___
	___

	Delivered 95%+ messages in 30 min
	___
	___








Daily Status Summary (Circle One)
🟢 Excellent – All key duties completed, proactive, calm under pressure
🟡 Satisfactory – Most duties completed, minor follow-up needed
🔴 Needs Support – Missed urgent duties, accuracy or stress issues

📝 Daily Reflection
What went well today?

Any issues or barriers to note?

Support needed from supervisor?


✨ Stars & 🚩 Flags (Supervisor Use Only)
✨ Stars (Excellence or above-and-beyond moments):

🚩 Flags (Concerns needing follow-up/coaching):


🔹 Manager's Overall Rating
(Manager: Please rate overall performance on a 1-5 scale)
Manager Overall Rating (1-5): _______

Receptionist Signature: _____________________
Supervisor Signature: _____________________
Date: _____________________

