
CAJON VALLEY UNION SCHOOL DISTRICT
PERSONNEL COMMISSION

Job Class Description

DISTRICT RECEPTIONIST

DEPARTMENT/SITE: District Department SALARY SCHEDULE:
SALARY RANGE:

WORK YEAR:

Classified Bargaining Unit
15 per 2021/2022 Schedule
12 Months (260 Days)

REPORTS TO: Assigned Supervisor FLSA: Non-Exempt

BASIC FUNCTION:
Under the direction of an assigned supervisor, greet and assist visitors upon entering or exiting the
Welcome Center to create a welcoming experience, answer general questions and/or direct visitors to
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as required.

Assist with receiving, sorting, and distributing incoming, outgoing, and internal mail as needed; receive,
distribute or notify appropriate personnel of incoming packages; assist staff with bulk mailing or other
special projects as needed.

Maintain supplies and materials (e.g., water, coffee supplies, snacks, whiteboard materials) for District
Office and Personnel Services Conference Rooms.

Perform classification-related duties as assigned for ensuring the efficient and effective functioning of the
work unit and the District, including various mandatory District trainings.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Modern office practices, procedures and equipment.
Receptionist and telephone techniques and etiquette.
Interpersonal skills using tact, courtesy and diplomacy.
Operation of a centralized telephone switchboard.
Recordkeeping and filing techniques.
Oral and written communication skills.
Operation of a computer and assigned software (e.g., Google Office Suite).
Correct English usage, grammar, punctuation, spelling and vocabulary.
Basic math.

ABILITY TO:
Greet and assist visitors in a friendly and professional manner.
Make connections with visitors by engaging in friendly and genuine conversation.
Answer telephones and greet the callers courteously.
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