City of Stockbridge					   Class Specifications
[bookmark: _GoBack]Job Title: Receptionist

Job Summary: Serves visitors by greeting, welcoming, and directing them appropriately; notifies city personnel of visitor arrival; maintains security and telecommunications system.

Class Characteristics: This is the full-performance classification level.

Major Duties:
· Welcomes visitors by greeting them in person;
· Operates telephone switchboard to answer, screen and forward calls, providing information, taking messages and scheduling appointments;
· Maintains employee and department telephone directories;
· Maintains security by following procedures, monitoring logbook, and issuing visitor badges;
· Maintains safe and clean reception area by complying with procedures, rules, and regulations;
· Orders office supplies for City Hall staff;
· Provides clerical and data entry assistance to various departments as needed, including typing letters and memoranda, creating reports and other documents;
· Creates and maintains physical and electronic files;
· Posts public meeting notices, bulletins, updates and cancellations;
· Sorts and distributes incoming mail;
· Maintains park pavilion records and handles in-person or telephone pavilion rental requests;
· Performs other duties as assigned.

Knowledge Required by the Position:
· Exceptional customer service skills;
· Quick learner and strong computer skills: advanced Microsoft Office skills, especially Microsoft Word and Outlook;
· Experience communicating personnel policies and procedures;
· General bookkeeping techniques;
· Excellent verbal and written communication skills required;
· Must be able to interact and communicate with individuals at all levels of the organization;
· Consistently demonstrate ability to respond to changing situations in a flexible manner in order to meet current needs, such as reprioritizing work as necessary;
· Must have high level of interpersonal skills to handle sensitive and confidential situations;
Job Title: Receptionist (continued)

· Ability to take the initiative to make decisions/choices without direct supervision;
· Knowledge of assigned department’s operations and functions;
· Knowledge of modern office procedures and equipment;
· Knowledge of City ordinances, policies and procedures;
· Skill in using a variety of computer programs for administrative functions;
· Basic mathematical skills;
· Ability to carry out oral and written instructions;
· Ability to maintain an organized office environment;
· Ability to communicate clearly and in a pleasant manner with the general public, elected officials and other City employees.

Supervisory Controls: The work of this position is performed under the general supervision of the City Clerk.

Guidelines: Guidelines include City and departmental safety manuals, policies and procedures.

Complexity: The work consists of administrative and clerical duties.

Personal Contacts: Contacts typically occur with co-workers, elected officials and the general public.

Purpose of Contacts: Contacts are typically to give and exchange information and provide services.

Physical Demands: This work is performed indoors in an office setting and involves occasional light lifting.

Work Environment: This work is performed indoors in an office setting.

Supervisory and Management Responsibility: None.

Minimum Qualifications: High School diploma or equivalent required supplemented by one (1) year of experience performing administrative support and clerical duties; or any equivalent combination of education, training, and experience which provides the requisite knowledge, skills, and abilities for this job; ability to accurately type a minimum of 25 words per minute.
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