GRAND PRAIRIE ISD                                                                Receptionist (Page 1 of 1)	

Job Title: Receptionist/Secretary/Clerical				Wage/Hour Status: Nonexempt

Reports To: Assigned Professional						Pay Grade: Para 2-5

Dept./School: Assigned Location						Date Revised: 05/17/2018

Funding Source: Local

The following statements describe the general purpose and responsibilities assigned to this job and are not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required.

Primary Purpose
Provide quality services to students, parents, administrators and staff and provide reception and secretarial/clerical assistance in the efficient operation of the assigned department.

Qualifications

Education/Certification
High School Diploma or GED

Special Knowledge/Skills
Proficient in Microsoft Office Products 
Proficient with e-mail, internet and word processing
Effective organization, communication, and interpersonal skills
Expertise in verbal and written communications
Knowledgeable of District Organization, operations and administrative policies preferred
Ability to work cooperative with district staff and public
Ability to operate multi-line phone system
Proficiency in English and Spanish (verbal and written) preferred

Experience
Three (3) years receptionist and secretarial experience in office setting

Such alternatives to the above qualifications as the administration may find appropriate and acceptable















Name: ___________________________		Appraiser: _____________________________

On the following pages, you will find the evaluation rubric that supports the position.  An annual review of the duties assigned will be measured using the rubric and the explanation scales provided below.

Explanation of Scale

4 		Exceeds Expectations (3.5 – 4.0)

3		Demonstrates Proficiency (2.5 – 3.49)		

2		Below Expectations (1.5 – 2.49)		

1		Unsatisfactory Performance (1.0 – 1.49)

Major Responsibilities and Duties

_____ 1. Maintain confidentiality of information.

_____ 2. Greet the public in person or on the phone as expeditiously and effective as possible.

_____ 3. Receive and direct incoming calls with professionalism and congeniality to the correct department or person, taking reliable messages as needed.

_____ 4. Assist students, parents, administrators, staff, and other community members as needed

_____ 5.	 Maintain a well-organized, efficient and professional reception area.

_____ 6. Maintain computerized files using personal computer including reports, employee rosters, mailing lists, and databases as needed.

_____ 7. Sort, distribute, or deliver mail, messages, and other documents as needed.

_____ 8. Assist with preparation of materials for mailing, including preparing labels, stuffing envelopes, etc.

_____ 9. Assist Administrative Assistant with duties and responsibilities as may be assigned.

_____ 10. Develop, implement and maintain a system for departmental copying, faxing, distribution, and document shredding as needed.

_____ 11. Organize and maintain the copier room, order supplies and paper, maintain copier and fax machines.

_____ 12. Provide secretarial and clerical assistance as needed and assigned.

_____ 13. Take all necessary and reasonable precautions to protect equipment, materials, and facilities.

_____ 14. Demonstrate behavior that is professional, ethical, and responsible.


_____ 15. Maintain good attendance to assigned duties.

Other
	
_____ 16. Perform such other duties and assume such other responsibilities as may, from time to time, be assigned.

_____ 17. Has demonstrated the district’s established quality customer service standards.


_______ Total/17    _______

Comments:






Supervisory Responsibilities
None

Equipment Used
Multi-line phone system, personal computer, typewriter, fax machine and copier

Working Conditions
Mental Demands/Physical Demands/Environmental Factors:
Maintain emotional control under stress; work with frequent interruptions.  Continuous sitting.


















SUMMATION









Date of Conference: ___________________________

Employee’s Signature: ____________________________

Appraiser’s Signature: _____________________________ 
