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The reception desk is the first point of physical contact between your organization and every
visitor, client, and prospective employee who walks through the door. It sets the tone for your
brand, supports your front-desk staff through long workdays, and must balance aesthetics with
practical functionality. This guide covers every decision point -- from configuration type and
dimensions to materials, accessibility, and technology planning -- so you can select a reception
desk that works as hard as the people behind it.
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1. The Role of a Reception Desk

A reception desk does far more than provide a surface for signing in guests. It is a functional workstation, a
brand statement, and a wayfinding landmark all at once. Front-desk staff manage phone systems, visitor
check-in, mail distribution, and administrative tasks from this position -- often for eight or more hours per
day.

From a design standpoint, the reception desk anchors your lobby and communicates your organization's
identity at first glance. An imposing stone-and-wood desk signals prestige; a clean, minimal laminate desk
signals modern efficiency. The desk also controls sight lines -- it determines what visitors see (and don't
see) behind the front counter.

Practically, the desk must accommodate computer monitors, phones, printers, and personal items while
keeping the visitor-facing side clean and uncluttered. The best reception desks achieve all of this without
compromising staff comfort or workflow.
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2. Configuration Types

Reception desks come in several standard configurations. The right choice depends on the shape of your
lobby, the number of staff members at the front desk, and the volume of visitors you process.

Configuration Best For Typical Width Staffing

Straight Narrow lobbies, single-staff 60"-96" 1person
setups

L-Shaped Corqer placement, moderate 66"-78" per wing 1-2 people
traffic

U-Shaped High-traffic lobbies, multi-task ). _geu front 4+ returns~ 2-3 people

stations

Large open lobbies,

Curved / Arc design-forward spaces

72"-120"+ radius 1-3 people

Open-plan offices, shared

Peninsula
entry areas

48"-72" 1 person

Straight desks are the most space-efficient and cost-effective option. They work well in narrow lobbies or
where only one receptionist is present. However, they offer limited work surface area compared to other
configurations.

L-shaped desks are the most popular configuration for mid-size offices. The return wing provides a
secondary work area for a computer or phone system while keeping the main counter free for visitor
interaction. They fit naturally into corner placements.

U-shaped desks surround the receptionist with usable surface area and are ideal for high-traffic
environments where staff need immediate access to files, packages, and equipment.

Curved and arc desks create a welcoming visual impression and work well in open lobbies where the desk
is visible from multiple angles. Custom curves add cost but dramatically improve aesthetics in
architecturally significant spaces.

Peninsula desks extend outward from a wall or partition, offering a compact reception point in open-plan
offices where a full reception area is not feasible.
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3. Standard Dimensions and Sizing

Proper sizing is critical for both staff ergonomics and visitor experience. A desk that is too shallow forces
monitors into the visitor's line of sight; one that is too tall creates an unwelcoming barrier.

Key Dimensions

Measurement Standard Range Notes

Overall height (work surface) 28"-30" Standard desk height for seated staff

Transaction counter height 42"-48" Standing-height counter facing visitors

ADA counter height 28"-34" Required accessible section for wheelchair users
Work-side depth 24"-30" Accommodates monitor, keyboard, and workspace
Guest-side counter depth 12"-18" Surface for signing documents, setting items
Minimum overall width 60" Single-person straight desk minimum

Knee clearance depth 20" minimum From front edge of desk to back panel at knee level

When measuring floor space, allow at least 36" of clear passage behind the desk for staff movement and
chair rollback. In front of the desk, maintain a minimum 60" clear floor area for visitor circulation and ADA
turning radius.
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4. Dual-Height Counter Design

Most modern reception desks feature a dual-height design: a taller transaction counter facing visitors and a
lower work surface behind it for staff. This design serves multiple purposes.

Privacy: The raised transaction counter conceals monitors, paperwork, and personal items from visitor
view. This is especially important in healthcare, legal, and financial environments where sensitive
information may be visible on screens.

Ergonomics: The lower work surface (28"-30") allows staff to sit at a standard ergonomic desk height
while the higher counter (42"-48") positions visitors at a comfortable standing height for brief interactions.

Visual Presence: The raised counter gives the desk a more substantial, finished appearance and creates a
clear boundary between staff and public areas.

The gap between the two heights should be approximately 12"-18". The transaction counter typically
extends 12"-18" deep -- enough for a guest to write on or rest a bag, but not so deep that it creates an
imposing wall. A back panel (or modesty panel) between the two surfaces conceals cables and equipment
legs from the visitor side.
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5. Materials and Finishes

The material you choose affects appearance, durability, maintenance requirements, and budget. Most
commercial reception desks use one or a combination of the following surface materials.

Material Durability Appearance Maintenance
. . Excellent -- scratch . . .
High-Pressure Laminate (?e © . scratch, Wide range of colors, Wipe clean; virtually
stain, and impact . .
(HPL) . woodgrains, and patterns maintenance-free
resistant
- ibl . . - .
(ERLel] oo TRl Natural wood grain, warm Polish periodically; repair
Wood Veneer scratches and water .
. and premium feel scratches promptly
rings
Solid Surface Excellent -- seamless, Smooth, modern, available Can be sanded and
(Corian-type) repairable in many colors refinished if damaged
Moderate -- tempered Contemporary, open feel; . .
Glass Accents P porary, op ! Frequent cleaning required
safety glass shows fingerprints
Metal Accents (brushed Industrial or modern . . .
. Excellent . Wipe clean; resists stains
steel, aluminum) aesthetic

For high-traffic reception areas, high-pressure laminate is the most practical choice. It is the most durable
surface material available in commercial furniture, resists daily wear from bags, keys, and cleaning
products, and comes in hundreds of finishes including realistic woodgrains.

Wood veneer and solid surface materials are appropriate for executive reception areas where appearance
is the top priority and traffic is moderate. Glass accents add visual interest but require more frequent
cleaning.
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6. Storage Integration

Receptionists manage incoming mail, visitor badges, office supplies, personal belongings, and sometimes
product samples or packages. Adequate built-in storage keeps the desk organized and the visible surfaces
clutter-free.

Common Storage Features

» Box/box/file pedestals: Two shallow drawers for supplies and one deep file drawer. Available in
mobile (rolling) or fixed configurations.

e Locking drawers: Essential for securing visitor logs, access badges, petty cash, and personal items.
Specify keyed or combination locks.

» Open shelving: Behind the modesty panel for quick-access items like phone directories, sign-in
sheets, and first-aid kits.

« CPU storage compartment: Enclosed area for desktop computers, preventing cable clutter and
protecting equipment from accidental kicks.

o Coat hooks or wardrobe section: In colder climates, a small wardrobe or hook area within the desk
footprint is a practical addition.
When specifying storage, think about what the receptionist handles daily and ensure every category of
item has a designated home. Clutter accumulates quickly at reception and is immediately visible to visitors.
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7. Technology and Cable Planning

Modern reception desks must accommodate a significant amount of technology: computers, monitors,
phones, visitor management tablets, badge printers, and charging stations. Planning for cable management
at the specification stage avoids costly retrofits later.

Power and Data

» Desktop power grommets: Specify at least two grommet locations -- one for the primary workstation
area and one near the transaction counter for a visitor-facing tablet or check-in kiosk.

o Under-desk power strip: Mount a commercial-grade power strip under the work surface to serve
monitors, phone chargers, and peripherals.

» Data ports: Ensure Ethernet or structured cabling access points are accessible behind the desk.
Wireless connectivity alone is not sufficient for reception workstations that handle visitor management
software.

Cable Management
» Route cables through internal wire channels within the desk structure.

» Use the modesty panel gap or integrated cable trays to run cables from floor outlets to the work
surface.

o Avoid external cable trays visible from the visitor side -- they detract from the professional
appearance of the desk.
Plan for future technology additions. A desk purchased today should have capacity for at least one
additional monitor and two to three new peripheral devices without requiring new cable routes.
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8. Accessibility Considerations

The Americans with Disabilities Act (ADA) and equivalent local codes require that reception counters
include an accessible section. Compliance is mandatory for commercial spaces, and good accessibility
design benefits all visitors -- not just those with disabilities.

ADA Counter Requirements

e The accessible counter section must be a maximum of 36" above the finished floor, with a
recommended range of 28"-34".

e The accessible section must be at least 36" wide to accommodate wheelchair users.

o Clear floor space of at least 30" x 48" must be available in front of the accessible counter for a
forward or parallel approach.

o If the accessible section is at the end of a longer counter, ensure it is easily identifiable and not
blocked by furniture or displays.

Staff-Side Accessibility

If your receptionist uses a wheelchair, the work surface behind the desk must also meet accessibility
standards: 28"-34" surface height, 27" minimum knee clearance, and 30" x 48" clear floor space at the
workstation. Ensure that all drawers, controls, and storage are reachable from a seated position without
twisting or stretching beyond a 24" reach.
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9. Common Mistakes to Avoid

» Choosing a desk that is too small for the space -- an undersized desk looks lost in a large lobby and
provides insufficient work surface.

» Forgetting the ADA-compliant counter section -- this is a legal requirement, not an optional feature.

« Ignoring cable management until after installation -- retrofitting cable channels into a finished desk is
expensive and often unsightly.

» Selecting a surface material based solely on appearance -- high-traffic reception desks need durable
materials that resist daily wear from bags, keys, and cleaning chemicals.

» Underestimating storage needs -- receptionists accumulate supplies, packages, and paperwork
quickly. Plan for at least twice the storage you think you need.

» Overlooking sight lines -- place the desk so the receptionist has a clear view of the main entrance.
Visitors should be acknowledged within seconds of entering.

« Not planning for technology growth -- a desk with no room for additional monitors or devices will
become a bottleneck as your technology needs evolve.

 Positioning the desk too close to the entrance -- allow at least 8-10 feet between the entry door and
the front of the desk for visitor circulation and queuing.
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10. Buyer's Checklist

[1 Determine configuration type based on lobby shape and staff count (straight, L, U, curved, peninsula)

[1 Measure available floor space -- include 36" staff clearance behind and 60" visitor space in front

[1 Confirm dual-height counter design: 28"-30" work surface, 42"-48" transaction counter

[1 Verify ADA-compliant counter section: 28"-34" height, minimum 36" wide

[]1 Select surface material appropriate for traffic level (HPL for high traffic, veneer for executive)

[1 Specify locking storage: box/box/file pedestal, locking drawers for valuables and sensitive materials

[1 Plan power and data: grommet locations, under-desk power, Ethernet access, cable management
channels

[1 Confirm back panel / modesty panel conceals equipment from visitor view

[1 Verify desk placement provides clear sight lines to main entrance

[1 Request finish samples and confirm color coordination with lobby design

[1 Confirm delivery logistics: measure doorways, elevators, and hallways for clearance

[1 Review warranty terms and confirm commercial-grade construction
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11. Our Reception Desk Collection

OfficeFurniture2go carries over 210 reception desk configurations -- straight, L-shaped, curved, and
peninsula styles -- from the industry's leading manufacturers. Every desk ships free with our Lifetime
Warranty.

PBD Furniture -- PL Series (Best Sellers)

The PL Series reception desks feature dual-height design (30in work surface + 40.5in transaction counter)
and are available in 10 finishes: Espresso, Aspen, Cherry, Coastal Gray, Mahogany, Maple, Modern Walnut,
Silver Birch, White, and Newport Gray. Full-suspension locking pedestals, thermofused laminate, 3mm
edge banding.

Model / SKU Configuration Overall Size Finishes

101-JLA169 L-Shaped w/ Full

Pedestals L-shaped (desk + return) 72in x 72in x 40.5in H 10 options
101—UKA§85 L-Shaped w/ Glass L-shaped w/ elevated glass 79in x 72in x 40.5in H 9 s
Transaction Counter counter

Key Specifications -- PL Series Reception
» Desk component: 72inW x 30inD x 40.5inH (staff-side work surface)
e Return component: 42inW x 24inD x 40.5inH (connects to lobby side)
» Transaction counter height: 40.5in -- comfortable for standing visitor interaction
e Glass transaction counter option (SKU 101-UKA585) adds modern open aesthetic
« Includes hanging pedestals for under-desk storage on staff side
» Reversible -- specify left or right return based on lobby layout

» Ships with pre-assembled pedestals; installation-ready components

Available Styles
Style Best For Notes

Lobbies needing staff workspace

L-Sh Reception i
Shaped Recep + visitor counter

Most popular; fits corner or center placement

Narrow lobbies, linear alcove

traight R tion
Straig eceptio placements

Minimal footprint, ADA-friendly layout

Peninsula / U-Shape High-traffic reception with 2+ staff Maximum workspace; requires open floor plan

Executive lobbies, high-design

Curved Reception .
environments

Premium curved-front panels, designer finishes
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With over 30 years of experience creating first-impression reception areas for businesses across the
country, OfficeFurniture2go.com has the right desk for every lobby -- backed by free shipping and our
Lifetime Warranty.

Ready to Find the Right Solution?

Contact OfficeFurniture2go.com for expert guidance, nationwide delivery, and our Lifetime Warranty.
Our team brings 30+ years of experience to help you make the right choice for your workspace.

www.OfficeFurniture2go.com
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