BAY DISTRICT SCHOOLS

DEPARTMENT OF HUMAN RESOURCES

JOB DESCRIPTION

TITLE:

District Receptionist
GENERAL DESCRIPTION OF DUTIES:

Under general supervision, the purpose of this position is to perform district-based duties associated with coordinating specialized area of human resources functions.  Employees in this classification function in a specialist-type technical support capacity and perform a variety of duties including answering the telephone, using a database, and accessing the computer system.  This position also serves as the District Office’s initial public contact for all visitors and employees who enter the district office complex
QUALIFICATIONS:
1.  Graduation from a standard high school or equivalent

2.  Ability to exchange information for the purpose of obtaining 



      information or clarifying details and performs within policies, 

      
                   procedures, and standards

2. Ability to utilize a variety of reference and other information

3. Ability to operate a computer to enter, retrieve, review, or modify data; utilizes word processing, database, and software programs
REPORTS TO:

Director of Human Resources
SUPERVISES:

POSITION GOAL:
To work with the Director of Human Resources and all other District Offices to effectively project a positive and helpful image to the public and to ensure smooth and efficient departmental communication

PERFORMANCE RESPONSIBILITIES:

1. Take all incoming calls for the entire district office complex and transfer all calls to the proper party or extension

2. Act as receptionist to the general public and direct them to the proper department or person as needed

3. Give directions regarding meetings held in the complex

4. Maintain a good working relationship with all school board employees and promote good relations with the general public.

5. Attend Human Resources Departmental meetings and maintains current information regarding District procedures and events

6. Maintains a current in-house list of personnel and phone numbers

7. Performs customer service functions; assists with walk-in requests in a professional and courteous manner

8. Maintains strict confidentiality of accessible information

9. Performs other related duties as assigned by Director of Human Resources and other incidental tasks consistent with the goal and responsibilities of this position

TERMS OF EMPLOYMENT:
12 months.  Paygrade as established by the School Board in Salary

Schedule 3                            


EVALUATION:         Performance evaluated annually by position supervisor in accordance with School Board Policy

      Adopted by the Bay District School Board on  May 25, 2005
