Job Description

RECEPTIONIST

The job of the receptionist shall include, but may not be limited to, the following list of duties.  Any additional duties may be added as addenda to this list.

1. Answering Phones - All Lines

· Answer the phones politely, in a friendly manner, giving the full name of the school.  Example:  "[school name], How may I help you?"

· If you are on line #1, and line #2 rings, ask first caller to stay on hold.  Rotate from one line to another.  "Excuse me, please, while I put you on hold for a minute."

· If the call is not for a member of the Administration or Office Staff and is not an emergency, take a message.  Please be sure to include:  Name, Date, In What Regard He/She is calling.

· If the call is for a member of the Administration or Office Staff, do not forward call without first getting name of caller and purpose of call.  Always tell them you will check to see if the person they need is available.

2. Checking Messages Three (3) Times Daily

· Messages should be checked at 8:00 a.m., after salaat and 3:30 p.m. or at any other time that no one is at the phones.

· Messages should be taken as above.

3. Greeting People As They Enter Office

4. Controlling Flow of People into and out of Office

5. Maintaining Appearance of Office

6. Distributing Mail

7. Maintaining & Ordering Supplies

8. Checking and Making Copies

9. Filing Copies of Any and All Memos Sent to:

· Parents

· Students

· Staff

10. Typing and Filing Copies of Minutes of Meetings

· Also, filing any materials distributed at these meetings.

· If you cannot be at meeting, taking Minutes must be assigned to someone else.

· For departmental meetings, you need to get Minutes from one person from each meeting.

11. Maintaining Files on Field Trips

· Getting approval for Field Trips

· Maintaining Schedule of field trips

· Ensuring that bus driver and cafeteria are aware of field trips (Forms should be made for each.  Driver:  Grade, # of Students, Date of Trip, Destination, Directions & Phone #.  Cafeteria:  Grade, # of Students, Date of Trip.

· Copy of filled out permission slip with above information should be kept on file:  1 copy by grade level; 1 copy by field trip type.

12. Leave Notes for Custodian

· Will need File Tray

13. Assigning Substitutes

In the case of teacher absence, you will be responsible for assigning substitutes and referring them to Principal (Elementary), Secondary Supervisor (Secondary) or Arabic Dept. Head (Arabic Language/Qur'an) for lesson plans and detailed teaching information.  

Break:

One 45-minute break per day.  Does not include bathroom & salaat break. 



Other office personnel must be informed so that they can take your spot 



(physically).

Note:

Office should be closed for salaat.  Check messages after salaat.

