


Munising Township JOB DESCRIPTION


	JOB TITLE:		Receptionist
	REPORTS TO:	Township Board Supervisor
	STATUS:		Part-time
	SCHEDULE:		Monday – Thursday, 10 am – 2 pm


Job specifications are only intended to present a descriptive summary of the range of duties and responsibilities associated with specific positions.  Therefore specifications may not include all duties performed by individuals within this classification.  In addition, specifications are intended to outline the minimum qualifications necessary for entry into this position and do not necessarily convey the qualifications of incumbents within the position.


SUMMARY
This position provides an accessible and enhanced level of customer service for the Township including greeting customers or visitors with a high level of professionalism, diplomacy and integrity consistent with the public status and image of the Township.  This is a highly visible position.


DUTIES AND RESPONSIBILITIES
The essential functions must be performed satisfactorily and may include but not limited to, the following:
· Provides reception duties for the Township by responding to general telephone inquiries, relaying messages, routing calls and inquiries to appropriate Township personnel in an efficient manner.
· Greets all visitors providing general service and information regarding Township business. Directs visitors to appropriate Township personnel ensuring an accessible and enhanced level of customer service and polite and tactful relations.
· Receives general funds, prepare receipts and provides general information as required for municipal taxes, building rentals and general receipts.
· Responsible for general scheduling of the Wetmore Township Hall and McQuisten Park Pavilion.
· Responsible for housekeeping of the Reception area, ensuring that these areas are neat and tidy.  Dusts when needed.
· Processes all incoming / outgoing mail and distributes to the appropriate staff member. Process items delivered or picked up by Couriers.
· Update Munising Township Website.
· Update letterboard sign, as needed.
· Shreds documents as directed.
· Other duties assigned.




KEY PERFORMANCE COMPETENCIES
· Treat other employees with respect.
· Support a positive work environment.
· Keep others informed of work issues by maintaining quality communication.
· Work to resolve issues of conflict.
· Assist others as needed.

RESPONSIBILITIES TO CITIZENS AND TAXPAYERS
· Be courteous and respectful.
· Responsible to citizen requests.
· Cost effective use of Township resources.

KNOWLEDGE, SKILLS, AND ABILITIES
· Ability to read, understand and follow oral instructions and written materials.
· Ability to perform basic mathematical computations including addition, subtraction, multiplication, and division.
· Ability to establish and maintain effective working relationships with Township personnel and the public.
· Ability to adhere to the Township rules and regulations, federal and state guidelines, etc.


MINIMUM QUALIFICATIONS
· Any combination of education and experience equivalent graduation from High School and some experience in computer systems, word and excel programs and keyboard skills.
· Excellent organizational and communication skills. Proven ability to deal with the public in a polite, pleasant and positive manner.

MISCELLANEOUS
· The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.
· The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs and requirements of the job change.
· There will be a 90 day probationary period to establish a fit and proper person for this position.
· There are no benefits, vacation days, etc. involved with this position.
· The Township reserves the right to terminate the employment of the employee at any time, for any reason, with or without notice, at the will of the township.


**********

ACKNOWLEDGEMENT
The above statements are intended to describe the general nature and level of work being performed.  They are not intended to constitute an exhaustive list of all responsibilities, duties, and skills required of employees classified in this job.

I have reviewed and understand the above Job Description for the Receptionist position for Munising Township.


______________________________________________________________________Employee Name (Please Print)					Employee Signature


______________________
Date
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