Y SCHOOL DISTRICT

Position Title: Receptionist PCN: School-Specific
Department/School: School-Specific Location/  |school-Specific

’ Address:
Repo.rts to(Title Principal Work TBD am to TBD pm
only): Hours

Salary/Position

[ ] Non-Certified Administrator

[ ] Certified Administrator  [H] Non-

Exempt Hourly  [] Teacher

Category:

Position type/ Grade | 513 Position# |190

(to be completed by of days

HR)

Travel Required None FLSA [] Exempt
Status (W] Non-exempt

Job Description

JOB PURPOSE/REASON:

To greet and direct guests, answer and properly forward telephone calls, and perform light clerical duties.

REQUIRED QUALIFICATIONS:

EDUCATION: [H] High School Diploma or Equivalent
[ ] Master’s Degree

EXPERIENCE & TRAINING:

One (1)+ years of customer service experience;
Knowledge of general office practices and procedures and/or receptionist experience;
Proficient in the use of standard computer applications.

[ ] Other

[ ] Associate’s Degree

[] Bachelor’s Degree
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LICENSING/CERTIFICATION:
N/A

OTHER SKILLS/REQUIREMENTS:

Ability to multi-task; excellent telephone etiquette; excellent oral and written communication skills; excellent organizational skills; ability
to deal effectively with the public and all CCSD staff; familiarity with computer software to include Microsoft Office.

PREFERRED QUALIFICATIONS:

One (1)+ years of office and/or receptionist experience

SUPERVISION RESPONSIBILITY (IF APPLICABLE):
Direct Reports: 0 # of non-exempt/classified # of exempt/administrators/teachers

0
Indirect Reports: 0 # of non-exempt/classified 0__# of exempt/administrators/teachers

PRIMARY POSITION RESPONSIBILITIES:

1. Greet and direct visitors, maintain a log of who enters and exits the building.

2. Answer phones, transfer calls, and take messages as needed.
3. Assist front office with student check in and early dismissal. Issue new ID badges, tardy passes, and Chromebook stickers as needed.
4. Assist school administrator teams with various administrative/clerical needs.

5. Notify the student concern specialist when classroom assistance is needed.

HR Form, Revised 2/28/2014



Y SCHOOL DISTRICT

PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

SECONDARY POSITION RESPONSIBILITIES

* Sorts, distributes, and delivers mail and other documents;
* Operates office machines such as copiers, computers, and fax machines;
* Performs additional duties as assigned.

PHYSICAL/MENTAL REQUIREMENTS:

Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer components. Ability to sit for
extended periods of time. Ability to stand or bend. Work is performed in a normal heated or air-conditioned office environment.
Exerting up to 50 pounds of force occasionally and able to lift, carry, push, pull or otherwise move objects. Sedentary work involves

sitting most of the time.

Must be able to handle a fast-paced, high-volume environment and make time-sensitive decisions when working on a daily basis.

Must be able to meet deadlines and be flexible to daily routines.

NOTE: The above is intended to describe the general content of and requirements for the performance of this job. It is not to be
construed as an exhaustive statement of essential functions, responsibilities or requirements. This job description must not be

misconstrued as a promise of employment, nor deemed as an employment contract.

Department Head Date
Associate/Chief/Executive Date

Director

Superintendent (if applicable) Date

Human Resources Date 07/01/2024
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