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JOB DESCRIPTION

TITLE RECEPTIONIST / SWITCHBOARD OPERATOR
ADMINISTRATION CENTER

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill,
and/or ability required. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.

Education/ High school diploma or General Education Development (GED)
Experience certificate. One to two years related experience. Basic computer and
excellent customer service skills required.

Language Skills Ability to read and comprehend simple instructions, short
correspondence, and memos. Ability to write simple correspondence.
Ability to effectively present information in one-on-one and small
group situations to visitors and employees of the District. Ability to
speak clearly and distinctly in a well-modulated, pleasant voice and
to use correct grammar and choice of words.

Mathematical Skills Ability to add, subtract, multiply, and divide in all units of measure,
using whole numbers, common fractions, and decimals.

Certificate/License N/A

Reasoning Ability Ability to remember accurately, within a reasonable training period,
essential departmental operations; staff names and departments; staff
telephone extensions and locations.

Physical Demands The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential
functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is required to
sit, talk and hear. The employee is required to use hands to finger,
handle or feel; and reach with hands and arms. The employee
occasionally lifts and/or moves up to 10 pounds. Specific vision
abilities required by this job include close vision, distance vision and
ability to adjust focus. The employee shall remain free of any alcohol
or non-prescribed controlled substance in the workplace throughout
his/her employment by the District.



Work Environment The work environment characteristics described here are
representative of those an employee encounters while performing the
essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential
functions. The noise level in the work environment is usually
moderate.

REPORTS TO Manager, Communications & Web Site Services

GENERAL RESPONSIBILITIES
Welcomes callers and visitors to the Administrative Center; determines nature of business,
and directs callers and visitors to destination; maintains building security by following
District procedures and performs general duties for the Communication Services
Department.

SPECIFIC RESPONSIBILITIES

1. Welcomes visitors by greeting them, in person or on the telephone, answering or
referring inquiries.

2. Directs visitors by maintaining employee and department directories; understands the
general responsibilities of each department in the Administrative Center; gives
instructions.

3. Operates a large switchboard under conditions of heavy load, calmly and efficiently.

4. Provides general support to the Communication Services Department by proofreading
documents and checking content on the district and school Web sites.

5. Trains other staff in receptionist duties including switchboard operation.

6. Maintains building security by following security procedures; monitoring logbook;
issuing and recovering visitor badges.

7. Reacts quickly and calmly in placing and receiving calls of an emergency nature.

8. Performs other duties as assigned.



