
Title: RECEPTIONIST
Reports Directly To: TBD
Classification: Non-Exempt

JOB DESCRIPTION

Provides general office support with a variety of clerical activities and related tasks

 ESSENTIAL FUNCTIONS
 Operates a multiline phone system with professionalism and friendliness

 Directs the caller to the appropriate department/staff associate

 Takes and retrieves messages for unavailable personnel

 Greets and directs visitors to the organization

 Provides callers with general information regarding the organization

 Researches data for the organization

 Assists with a variety of clerical duties based on the season of the organization

 Additional duties as assigned

EDUCATION, TRAINING AND EXPERIENCE  
 High School Diploma Required; Some college preferred

 One year of  an office/clerical role

 Basic knowledge of Microsoft office

 Experience in the field of education/Basic  National Beta Club knowledge preferred

 Strong interpersonal and verbal skills

 Professional Development as the CEO deems necessary

This job description has been approved by all levels of management:

CEO________________________________HR_________________________________

 Ability to work independently with little to no supervision 

 Balances and  analyzes, facts, experience, perspective, goals, constraints and risk while weighing the pros

and cons of a decision
 Meets deadlines while balancing quality and quantity with little to no errors

 Stays focused and on task with disregard to regular interruptions

 Uses correct vocabulary and grammar.  Avoids slang and offensive language

 Examines data to grasp issues, draw conclusions, solve problems and communicates findings

 Maintain prompt and regular attendance while following policies and procedures

 Recovers quickly from setbacks and finds alternative ways to reach goals

 Displays a positive attitude about the organization, work to be done and co-workers

 Stays calm and maintains focus during stressful situations

 Travel may be required

KNOWLEDGE, SKILL AND/OR ABILITY (KSA’S) REQUIRED TO BE SUCCESSFUL WITHIN THE ORGANIZATION
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