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	Staff Job Description

Brown University Human Resources Department
	HUMAN RESOURCES USE ONLY


Section 1:  Identifying Information














	Position Title:  Secretary Receptionist – Grade 4 (Generic)
	Date Prepared:  January 2002

	Reports to:      Department Manager
	Prepared by:  Compensation Services

	Department:  Your Department
	Phone Ext:  3-9320

	Approvals:  
	

	
	

	Incumbent Signature:

	Date:

	Supervisor Signature:

	Date:


Section 2:  Position Purpose (provide brief summary of scope of the position)







This position is responsible for responding to office inquiries received in person, via telephone or e-mail by providing information to basic questions and referring calls requiring more in-depth knowledge to others.  The position also provides general clerical and secretarial support for department operations.
Section 3:  Responsibilities, Supporting Actions & End-Results


List 3 to 6 responsibilities, functions and/or activities; Provide 3 to 4 related supporting actions to describe how the work will be accomplished; provide the desired end result.  Indicate which responsibilities are essential to the position and estimated percentage of time for the responsibility.

Major Responsibility:
Greet visitors, and respond to inquiries received in person, via telephone and e-mail.
Supporting Actions:
Answer a multi-line phone system.  Respond to routine questions, or route to others or take messages as appropriate.   Enter inquiries (requests for materials) into database.  Keep reception area well organized, with pertinent information on all programs and services easily accessible.  Maintain list of department staff with their phone numbers so that others answering the phone can transfer calls efficiently.  
End Results:
Visitors and others who contact the office are responded to in a gracious, helpful manner and receive accurate, prompt answers their questions. Messages are accurate so that those who return the calls can do so efficiently. Confidentiality is maintained.
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:     60  %
​​​

Major Responsibility:
General clerical/secretarial support.
Supporting Actions: 
Word processing for letters, reports, etc., assembling binders and mailing projects, duplicating, preparing packages, completing routine university forms (travel, budget, etc.) and other general office work.
End Results:
Contribution to project completion generates more effective use of the time of others and ensures quality and time-effective project completion.
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:   30  %

​​​

Major Responsibility:
Sort and distributes mail.
Supporting Actions:
Open, sort and distribute incoming mail on a timely basis.  Sort outgoing mail, prepare cards  charge accounts for special mail.  Contacts special carriers as needed, e.g., UPS, FedEx.
End Results:
Incoming mail is opened and distributed on a timely manner; Outgoing mail is accurately prepared and sent out on a timely manner.
Essential Function?  Yes  FORMCHECKBOX 
    No   FORMCHECKBOX 



Percentage:  10    %

​​​

Section 4:  Decisions Position is Free to Make
Describe the authority held by the position by listing 3 to 5 decisions that the position is free to make and explain the decisions that depend on the position’s advice.














Decisions free to make:(Note: press hard-return for more bullets)
· Most daily work prioritization.

· Routing callers to other staff members
Explain the decisions that depend on position’s advice:

· Assignment of individual projects.

· Shifting of priorities due to circumstances.

· Need for additional information in order to complete projects.

· Processes approximately XXX reports per year.
Section 5:  Dimensions
List 3 to 5 quantitative measures that define the size and scope of the position (e.g., number of students counseled, outreach of newsletter, number of staff supported or supervised, budgets monitored and managed):     (Note:  press hard-return for more bullets)




· During peak periods, the incumbent will field as many as XXX phone calls per day.

·  Must have a  sufficient knowledge of  multiple (XXX) programs to communicate effectively with those who contact the Department.

· High volume (XXX) walk-in traffic.
Section 6:  Job Qualifications
Provide the education, experience, skills and competencies necessary to perform the position?
(Note:  press hard-return for more bullets)


· High School Diploma and 1 year office experience.

· Proficient secretarial and organization skills.

· Good technology skills for word processing, data entry, e-mail response and merging of data

· Strong verbal skills and pleasant attitude toward public

· Ability to work under pressure when many calls come in  at once and project demands are on tight timelines

· Ability to work well with others
Section 7:  Other Information 

Indicate any information that would be helpful in understanding the nature, scope or purpose of the position, or any unusual or hazardous conditions associated with performing the position.  Safety regulations that must be observed in performing the duties of the position should be included here.














During our peak periods, the volume of telephone calls is extremely high – as many as 150+ calls per day.  It is critical that the incumbent be able to maintain a calm, pleasant, professional manner while working under these circumstances.
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