Date Posted: 02/19/2014
Department: Health and Human Services
Job Title: Receptionist

Location: Kiowa, CO
Salary: $2,340.00

*This position will close on the 3rd of March, 2014 at 5:00 p.m.*
Elbert County is an Equal Opportunity Employer
If interested, please submit applications and resumes to:
Elbert County Government
Attn: Candace Meece
215 Comanche St.
PO Box 7 
Kiowa, Colorado 80117

Or email:

Candace.meece@elbertcounty-co.gov

If you have any questions please contact Candace Meece at (303) 621-3150




                                 ELBERT COUNTY GOVERNMENT 
[bookmark: _GoBack]Job Description

JOB TITLE: Receptionist
FLSA STATUS: NON-EXEMPT
SALARY:  $2,340.00 MONTHLY                                     DEPT: Health and Human Services                                       		                                                                              
PREPARED BY: DIRECTOR, HHS                                      DATE ORIGINATED: 02/2014
APPROVED BY: DIRECTOR, HHS                                     DATE REVISED: N/A

DEFINITION OF WORK:

The front office receptionist position provides administrative assistance to all agency departments with the ability to maintain the integrity of the office. This position is a key support role in the agency and serves as the focal point of communication for customers.


ESSENTIAL DUTIES AND RESPONSIBILITIES:
(The following examples are illustrative only and are not intended to be all-inclusive.)

· Greets patients/visitors at a front desk with outstanding customer service
· Answers main office phone line(s). Directs telephone calls to appropriate section for assistance, handles independently or takes messages as required
· Creates, maintains, updates, and organizes security of office and computer files containing correspondence, records, etc.
· Receives, distributes, logs and screens incoming mail for appropriate distribution
· Assists with inventory and supply ordering
· Various additional duties as assigned

OTHER DUTIES:

· Performs other duties as required or assigned

QUALIFICATION  REQUIREMNTS:

· Excellent interpersonal skills
· Excellent communication skills - written, verbal and listening
· People-oriented
· Excellent organizational skills
· Self-motivated
· Detail oriented
· Proactive in problem solving
· Dedicated to customer service
· Ability to perform routine computer functions and learn new applications as necessary
· Ability to complete work accurately and timely
· Ability to work in a team environment
· Ability to multi-task
· Ability to respond tactfully to executive management, customers, and employees
· General office administrative and clerical skills to perform receptionist duties and answer telephones


REQUIRED EXPERIENCE AND EDUCATION:
· High School Diploma or Equivalent. 
· Basic computer skills (MS Word and Excel)
· Ability to operate standard office equipment
· Minimum 2 years Customer Service Experience
· Must possess a valid Colorado driver’s license
· Bi-lingual a plus
 
 
 
RESPONSIBILITY:
 
Position performs routine work independently following set procedures and policies.  Work comes from the supervisor who reviews the work in process or upon completion. Work results in supportive services to all other department personnel.  

PERSONAL WORK RELATIONSHIPS:
 
Contacts are with agency management and staff, county and state personnel and the public for the purposes of providing information, explanation, and interpretation of policies and procedures.

PHYSICAL EFFORT AND WORK ENVIRONMENT:
 
Works in a standard office environment. Limited local travel at times. Must be able to lift up to 30 lbs. Position requires sitting for extended periods of time.
 
 
PROBATION PERIOD:
Six months with potential of one 6 month probationary period extension based on Supervisor recommendation and Director approval.
 
 
 

 
 
 

