ABC SCHOOL
JOB DESCRIPTION

	Title:   Receptionist/Data Entry
	Employment Status:   Full-time

	Department:   Support Services
	FLSA Status:   Non-Exempt 


SUMMARY
The Receptionist/Data Entry will accurately record and track in-kind donations, keep student files current and assist with other clerical duties.  This position will also answer incoming calls and direct them to appropriate individuals, greet and direct visitors, and process mail.  
PRIMARY RESPONSIBILITIES
1) Accurately record and track in-kind donations per grant specifications.

a. Calculate data received on reports to hours of dollars of inkind for quarterly grant reporting.
2) Keep student files up-to-date with all proper documentation.

a. Accurately file information in student files (i.e. applications, medical information, work sampling, etc.)

b. Set up files for new students.

3) Answer multi-line switchboard with professionalism and courtesy.  Screen and direct incoming calls to the appropriate staff and departments.
a. Provide callers with information such as address, directions, fax numbers, website and other related information. 

b. Take and retrieve messages for various personnel as directed. 

4) Greet everyone that enters the facility including visitors, clients, vendors and staff.

a. Ensure visitors sign in and are directed to the correct destination. 

5) Clean, organize and maintain the reception area in a professional manner.

a. Follow open and closing procedures appropriate to each location including: lock office doors, turn off lights, forward phones, etc. 

b. Create maintenance requests as appropriate.
6) Assist with other clerical duties such as photocopying and maintaining copier, laminating, filing, running reports, and typing documents as needed.
7) Ensure building safety by following company guidelines and policies.
8) Work cooperatively with other team members and demonstrate a strong ability to contribute to a positive work environment.

a. Assist in tracking agency volunteer hours and donations (i.e in-kind) in a timely and accurate manner. 
b. Reconcile bank statement on a monthly basis.

c. Assist in program data entry and file maintenance as directed.
SECONDARY RESPONSIBILITIES
Perform miscellaneous projects and completes various tasks as requested by management.
JOB SPECIFICATIONS
Education, Experience and Credentials
· High school graduate or equivalent required.
· One or more year’s receptionist, customer service or administrative/office experience required.
Knowledge, Skills and Abilities
· Strong general office and organizational skills, filing, setting up and maintaining systems to support the organization.  

· Able to utilize office equipment to prepare correspondence, reports, forms, mailing, etc.

· Knowledge of business English, correspondence formats, spelling and grammar sufficient to proofread materials and to ensure the accuracy and completeness of written communications.

· Detail-oriented, organized and applies effective time management skills in order to meet all deadlines.  Able to successfully prioritize and manage multiple tasks and numerous projects in a fast-paced environment. 

· Strong computer skills, including Microsoft Word, Excel, and Outlook, Internet, and applicable billing software packages. 

· Able to display high levels of customer service, responding promptly and thoroughly to the inquiries and needs of individuals both internal and external to the organization.

· Excellent interpersonal skills to interact effectively with a variety of people and personalities inside and outside the organization.  Able to effectively handle interactions at all levels and to respond appropriately in sensitive situations.

· Self-motivated, fast learner, shows initiative, willing to seek out needs and meet them.  

· Diplomacy and tact to handle and resolve difficult issues.
· Able to maintain data privacy and confidentiality.
· Displays flexibility to meet organization’s unique needs and to be productive in an environment with regular interruptions.

PHYSICAL REQUIREMENTS NECESSARY TO PERFORM THIS JOB
Incumbent must be able to:

· This position includes medium work, lifting up to 50 pounds, with frequent lifting/carrying of objects weighing up to 25 pounds.

· Hear and speak in order to use telephone and/or communicate with people inside and outside the organization.

· Able to effectively verbally and orally communicate in the English language including following oral and written instructions.

· Sit at a desk for extended periods of time and perform long hours of work sitting at a computer. 

· Stand and walk around the organization repeatedly throughout the day.

· Apply manual dexterity, visual acuity and ability, for computer keyboarding, office equipment use, reviewing detailed reports, information, and fine print.

TOOLS AND EQUIPMENT USED
Incumbent must be able to use telephone, calculator, copy machines, computers, printers, and other office equipment. 

WORK ENVIRONMENT

The work environment is primarily indoors.  There at times may be noise distractions.  Occasional exposure to a variety of weather conditions in traveling outside of the workplace.
I acknowledge that I have read, understood and agree with the contents of this position description.  I agree to use my best efforts to fulfill all expectations of the position.  I also acknowledge that I am an at-will employee.
This job description does not necessarily list all the functions or accountabilities of the job.  Employees may be asked by management to perform additional duties and tasks.  Management reserves the right to revise and update job descriptions at any time.
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