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SUMMARY: 

Person is employed to work part time.  Serves as the receptionist and switchboard operator for the Central 

Office Administration Building.  Reports for work in the absence of other receptionist, unless unforeseeable 

circumstances occur. 

 

This is a less-than-full-time, nonbargaining unit position with no sick days or benefits accrued.  Two 

personal business days are allocated yearly--they cannot be accumulated from year to year.  Each person 

works up to 8-1/2 hours a day; up to 120 days a year.  Additional hours/days may be required. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  Other duties may be assigned. 

- Receives and greets public and determines nature of the visit. 

- Receives and transmits information to the appropriate recipient. 

- Possesses thorough knowledge of telephone system. 

- Operates and is responsible for central office switchboard, postage meter, and copy machine. 

- Demonstrates telephone etiquette. 

- Prepares district mail for the post office.  Delivers district mail to the post office and picks it up when 

required. 

- Delivers interoffice mail to the buildings when required. 

- Maintains thorough knowledge of software used. 

- Processes information using office equipment and software housed in the building. 

- Types general correspondence and information for central office staff as requested. 

- Stocks supplies, and maintains mailboxes & equipment in workroom. 

 

SUPERVISORY RESPONSIBILITIES: 

None. 

 

QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must be able to 

perform each essential duty satisfactorily.  The requirements listed below are representative of the 

knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

 

EDUCATION and/or EXPERIENCE: 

High school diploma or general education degree (GED) with course work relative to the position.  Two 

years of relative work experience. 

 

CERTIFICATES, LICENSES, REGISTRATION: 

None. 

 

LANGUAGE SKILLS: 

Ability to read and interpret documents such as procedure manuals, operating and maintenance instructions, 

and safety rules.  Ability to write simple correspondence.  Ability to speak effectively and in a pleasant and 

professional manner before parents, staff, students, and the public---both in person and on the phone. 

 

MATHEMATICAL SKILLS: 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 

fractions, and decimals. 



 

REASONING ABILITY: 

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram 

form.  Ability to deal with problems involving several concrete variables in standardized situations.  

 

OTHER SKILLS and ABILITIES: 

Ability to operate a personal computer and related software.  Ability to perform duties with awareness of all 

district requirements and Board of Education policies.  Ability to develop effective working relationships 

with students, staff, and the school community.  Ability to communicate clearly and concisely, both orally 

and in writing.  As the receptionist, this person must be able to greet the public in a pleasant and 

professional manner. 

 

Upon initial placement in this position, the employee must demonstrate competency in basic math,  

proofreading, capitalization, number usage, spelling, and grammar, including the ability to perform tasks in 

current versions of Microsoft Word and Excel, by passing the Tuscola ISD secretarial test with 80% 

accuracy.  Ability to complete a typing test with a minimum speed of 40 wpm. 

 

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met 

by an employee to successfully perform the essential functions of this job. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is regularly required to sit and talk or hear.  The 

employee is also regularly required to stand, walk, and reach with hands and arms such as in delivering and 

preparing mail for the district. Specific vision abilities required by this job include close vision, depth 

perception, and the ability to adjust focus.  The employee must occasionally lift up to 60 lbs. such as UPS 

packages.  The employee must regularly lift, push, pull and move up to 50 lbs. such as bags of mail to and 

from the mail room or to the campus buildings and, when required, the post office.  Carts are available 

when transporting heavy items and should be used at all times. 

 

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those 

an employee encounters while performing the essential functions of this job.  Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

 

The noise level in the work environment is usually quiet to moderate, depending on daily activity.  The 

employee continuously interacts with the public and other staff and occasionally meets multiple demands 

from several people. 

 

While performing the duties of this job such as delivering the mail, the employee occasionally works in 

temperatures above 100 degrees and below 32 degrees, and will occasionally walk on slippery surfaces. 

This person must have their own transportation in order to deliver mail to the post office and buildings. 

 

 

The employee shall remain free of any alcohol or nonprescribed controlled substance in the workplace 

throughout his/her employment in the District. 

 

 

 

 

 

 

 

 

 

The information contained in this job description is for compliance with the Americans with Disabilities 

Act (ADA) and is not an exhaustive list of the duties performed for this position.  The individuals currently 

holding this position perform additional duties and additional duties may be assigned. 


