DRAFT

Job Family: 43-0000  Office and Administrative Support

Occupational Group:  43-4170  Office and Administrative Support

OCCUPATION PROFILE

JOB FAMILY:
OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATIONAL GROUP:
OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATION:
RECEPTIONISTS AND INFORMATION CLERKS

43-4171

BROADBAND LEVELS:

Level 1 – Pay Band 001






Level 2 – Pay Band 003
DESCRIPTION

This is work answering inquiries and obtaining information for general public, customers, visitors, and other interested parties. Incumbents provide information regarding activities conducted at establishment: location of departments, offices, and employees within organization.

EXAMPLES OF WORK
Greets persons entering establishment, determines nature and purpose of visit, and directs visitor to specific destination, or answers questions and provides information.

Provides information to public regarding tours, classes, workshops, and other programs.

Answers telephone to schedule future appointments, provide information, or forward call.

Provides information to public concerning available land leases, land classification, or mineral resources.

Registers visitors of public facility, such as national park or military base, collects fees, explains regulations, and assigns sites.

Transmits information or documents to customer, using computer, mail, or facsimile.

Analyzes data to determine answer to customer or public inquiry.

Records, compiles, enters, and retrieves information, by hand or using computer.

Collects and distributes messages for employees of organization.

Calculates and quotes rates for tours, stocks, insurance policies, and other products and services.

Types memos, correspondence, travel vouchers, or other documents.

Enrolls individuals to participate in programs, prepares lists, and notifies individuals of acceptance in programs, and arranges and schedules space and equipment for participants.

Files and maintains records.

Hears and resolves complaints from customers and public.

Conducts tours or delivers talks describing features of public facility, such as historic site or national park.

Receives payment and records receipts for services.

Monitors facility to ensure compliance with regulations.

Performs duties such as taking care of plants and straightening magazines to maintain lobby or reception area.

Operates telephone switchboard to receive incoming calls.

EXAMPLES OF JOB CHARACTERISTICS

	Performing for/Working With Public
	Performing for people or dealing directly with the public, including serving persons in restaurants and stores, and receiving clients or guests.

	Communicating With Persons Outside Of the Organization
	Communicating with persons outside the organization, representing the organization to customers, the public, government, and other external sources. This information can be exchanged face-to-face, in writing, or via telephone/electronic transfer.

	Establishing and Maintaining Relationships
	Developing constructive and cooperative working relationships with others.

	Getting Information Needed to do the Job
	Observing, receiving, and otherwise obtaining information from all relevant sources.

	Documenting/Recording Information
	Entering, transcribing, recording, storing, or maintaining information in either written form or by electronic/magnetic recording.

	Scheduling Work and Activities
	Scheduling events, programs, activities, as well as the work of others.

	Interpreting Meaning of Information to Others
	Translating or explaining what information means and how it can be understood or used to support responses or feedback to others.

	Performing Administrative Activities
	Approving requests, handling paperwork, and performing day-to-day administrative tasks.

	Processing Information
	Compiling, coding, categorizing, calculating, tabulating, auditing, verifying, or processing information or data.

	Interacting With Computers
	Controlling computer functions by using programs, setting up functions, writing software, or otherwise communicating with computer systems.


EXAMPLES OF KNOWLEDGE, SKILLS AND ABILITIES

	Speaking
	Talking to others to effectively convey information



	Active Listening
	Listening to what other people are saying and asking questions as appropriate



	Service Orientation
	Actively looking for ways to help people



	Coordination
	Adjusting actions in relation to others' actions



	Social Perceptiveness
	Being aware of others' reactions and understanding why they react the way they do



	Reading Comprehension
	Understanding written sentences and paragraphs in work related documents



	Writing
	Communicating effectively with others in writing as indicated by the needs of the audience



	Time Management
	Managing one's own time and the time of others



	Clerical
	Knowledge of administrative and clerical procedures and systems



	Customer and Personal Service
	Knowledge of principles and processes for providing customer and personal services including needs assessment techniques, quality service standards, alternative delivery systems, and customer satisfaction evaluation techniques



	English Language
	Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar



	Telecommunications
	Knowledge of transmission, broadcasting, switching, control, and operation of telecommunications systems


LICENSURE, CERTIFICATION OR REGISTRATION REQUIREMENTS
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