SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: RECEPTIONIST

BASIC FUNCTION:

Under the supervision of the Supervisor — Administrative Services, performs a variety of clerical,
receptionist, and office support functions for an assigned department; provides support to the lobby
receptionist and greets visitors; provides administrative support on a daily basis.

REPRESENTATIVE DUTIES:

The following duties are examples of assignments performed by incumbents in this classification. Itisnota
totally
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Orders forms, materials, supplies, and equipment pending approval and as needed.

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Policies and objectives of assigned programs and activities.

Applicable laws, codes, regulations, policies, and procedures.
Record-keeping and filing techniques.

Professional letter and report writing, editing, and proofreading.
Telephone techniques and etiquette.

Modern office practices, procedures, and equipment.

Correct English usage, grammar, spelling, punctuation, and vocabulary.
Interpersonal skills using tact, patience, and courtesy.

Operation of a computer and assigned software.
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