RECEPTIONIST
District

QUALIFICATIONS:

1.
High School diploma





2.
General Knowledge of Business and Office Procedures





3.
Public Relations Skills                     





4.
Computer and Data Processing Skills         

REPORT TO:

Assistant Superintendent

JOB GOAL:


To assist in the general operations of the school district in a positive, efficient manner; to work cooperatively with staff, administration, and patrons.

PERFORMANCE RESPONSIBILITIES:

 1.
Answer all incoming telephone calls and effectively assist the caller or direct the call to the desired office.

 2.
Greet all personal callers to the Administrative Center and assist them in an effective manner.

 3.
Assist the Superintendent’s office with communications, including typing, data processing, telephone calls, mail, etc.

 4.
Copy and file materials requested by the Superintendent’s office.       

5. Assist with Board packet materials and Board meeting information.

6. Assist in preparing for meetings called by the Superintendent, including room preparation, supplies, refreshments, etc.

 7.
Order supplies for the office as needed.                                       

 8.
Perform other duties as assigned by the Superintendent or his designee.    

TERMS OF EMPLOYMENT:
Minimum 261-day contract.  Holidays and on-call days will vary year by year.  Salary and work year to be established by the Board.
EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board's policy on evaluation of Support Services Personnel.

APPROVED BY:  _____________________________Date ___________

07/13/09


