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RECEPTIONIST
POSITION DESCRIPTION
($10.50 per hour)
Policy

The Receptionist is selected by the Executive Director and reports to the Executive Assistant.
Procedure

Position Summary: 

The Receptionist position is a very visible and high energy position for the agency.  This position is responsible for greeting and directing the public, answering the phones and directing calls, taking and distributing messages for staff, typing, filing, light research and general office duties as assigned. The position performs a wide variety of secretarial and clerical duties. 

Qualifications:

1. High school diploma or GED.

2. Minimum one (1) year of office experience.

3. Working knowledge of computers including PowerPoint, Word, Excel, Outlook, etc.
4. Ability to type 50 WPM.

5. Good organizational, written and verbal communication skills.

6. Demonstration of a highly energetic and self motivated person who can work independently as well as part of a team.  This position works with a variety of personalities and ages and needs to demonstrate maturity, ability to problem solve and be solution oriented.  
7. Valid Oregon driver’s license, personal auto liability insurance, and a driving record that permits coverage under the agency’s corporate auto liability.

8. Successfully complete a thorough background investigation, including: criminal history check, reference checks, employment history, educational verification, or licensing.  Arrest and/or conviction of a crime does not automatically disqualify an applicant.
Duties and Responsibilities:

1. Greet and direct visitors with professional, positive, helpful and attentive assistance.  
This includes maintaining coffee, tea and water for visitors.  
2. Answer the phones and direct phone calls and distribute messages.
3. Type reports, forms, brochures, correspondence, minutes etc., as assigned by Executive Assistant.
4. Copying, faxing and distribution of documents.
5. Ingoing and outgoing mail, including postage stamping, pickup, occasional delivery to the post office, routing and distribution.  
6. Filing for main office, accounting and the Executive Director

7. Youth and proctor filing for each program, including analysis of paperwork (quality and completion).  Creating weekly/monthly reports and feedback for program managers and the accounting department, as well as state agencies as required.

8. Maintain and order supplies including neat and organized upkeep of supply rooms. 
9. Maintains meeting room schedule including setting up the room with seating needs and refreshments, as required.

10. Maintains Vehicle log and check-in/check-out for keys, as well as overseeing the vehicle calendars. 
11. Monitor youth in reception area with updates to Social Service Staff as needed.

12. Responsible for daily upkeep of the reception, meeting and break-room area to include dusting, organizing and light sweeping and vacuuming as needed.
13. Keeps a well-organized desk and procedures system. 
14. Consults with outside agencies in a professional manner including demonstrating support of both CCPC and coordinating agencies.  Represents CCPC in a positive light at all times, taking constructive criticism and feedback to the Executive Director for consultation.  
15. This position is a support position for to the CCPC management team.  This position will receive direct assignments from the managers, as appropriate; most commonly assignments will come through the immediate supervisor – Executive Assistant and/or the Executive Director, as needed.
16. Provides clerical support for the QI Committee, including attendance and participation in the requirements of that committee.
17. Other duties as assigned.

Work Schedule:

TBD
