City of Villa Rica 		Class Specifications

[bookmark: _GoBack]Job Title: 	Receptionist  - Parks and Recreation

Job Summary: This position is responsible for a wide variety of routine clerical and administrative duties including taking, referring, and handling incoming messages; maintaining manual and computer files; other projects and duties as assigned.  

Major Duties:
· Handles incoming inquiries and requests; answers the telephone; routes and returns telephone calls; filling; types forms and applications; 
· Coordinate calendar events to include planning/scheduling appointments, meetings, and interviews; updates on a regular basis; contact parties involved as appropriated. 
· Distributes daily mail; 
· Responsible for all out-going mail; 
· Maintains confidential documents, reports, correspondence and calls; 
· Files correspondence and other documents; 
· Maintains inventory of departmental supplies and initiates order for new or replacement materials; 
· Processes/posts and maintains logs and maintains logs and reports that must be signed or initiated;
· May collect fees and prepare for depositing;   
· Performs other related duties as required.

Knowledge Required by the Position:
· Knowledge of all City departments, their functions, and contact information.
· Knowledge of departmental policies and procedures;
· Skill in operating modern office equipment;
· Skill in oral and written communications; 
· Ability to handle multiple interruptions and adjustments to priorities throughout the day;
· Ability to multi-task; 
· Ability to use tact and courteousness in dealing with the general public in person or by phone, as well as employees of the various City departments in all types of contacts arising during daily work activities;
· Ability to write reports and business correspondence;
· Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public;
· Ability to understand and carry out oral and written instructions.

Supervisory Controls:  Work is assigned by the Department Director. 
Guidelines:  Guidelines include City and departmental rules and regulations, and city ordinances, policies and procedures. These guidelines are generally clear and specific, but may require some interpretation.

 
Complexity:  The work consists of a variety of administrative and clerical duties.

Scope and Effect: The purpose of this position is to support the efficient operation of the department and City through coordination of a wide variety of administrative and clerical duties.  

Personal Contacts: Contacts are typically with co-workers, vendors, other City employees and the general public.

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

Physical Demands: The work is typically performed with the employee sitting at a desk.  The employee uses tools or equipment requiring dexterity.

Work Environment:  The work is typically performed in an office.

Supervisory and Management Responsibility:  None.  

Minimum Qualifications:
High School diploma or equivalent; and one (1) year of customer service and/or general administrative experience preferred; any equivalent combination of education and experience.


