
PINON UNIFIED SCHOOL DISTICT NO. 4 
 

JOB DESCRIPTION 

Receptionist/Office Clerk           Revised 3/13/08 

 
 
POSITION/TITLE:   Receptionist/Office Clerk 
 
TERMS OF EMPLOYMENT:  12 Months 
SALARY:    Grade 02 
FLSA STATUS:   Non-Exempt   
BENEFITS:    Standard Package 
 
QUALIFICATIONS: 
1. Must possess high school diploma or equivalent. 
2. Must have a minimum of one year of experience in general office support and clerical skills, e.g., filing, answering 

and directing phone calls. 
3. Must possess sound human relations and customer service skills and ability to gather information in order to refer 

to appropriate person. 
4. Must be proficient in multiple use of office automation technology, e.g., electronic mail, electronic calendar, and 

word processing software (Word, Excel, Power Point) and electronic tracking system. 
5. Must possess ability to operate various office machines, e.g., copier, FAX. 
6. Must be fluent in English and Navajo. 
 
JOB GOAL: This position involves handling telephone communication, interacting with the general public and general 
office duties.  Work is performed under moderate supervision. 
 
DUTIES AND RESPONSIBILITIES: 

1. Greets all visitors courteously, determines their needs, checks appointments, and directs or escorts them to 
proper departments or persons. 

2. Answers and screens telephone calls in a professional manner and provides information as appropriate, or 
screens calls and refers to appropriate person, explaining general school policies and procedures. 

3.     Work will involve use of office automation, e.g., electronic mail, electronic calendar, and word processing 
software (Word, Excel, Power Point) and electronic tracking system. 

4.    Maintains an efficient filing system and types correspondence as needed. 
5.    Accepts employment applications and screens the application for completeness and required documents 
6. Monitors and oversees public use of copier in building. 
7. Distributes School office mail in an accurate and timely manner. 
8. Files and retrieves materials from files. 
9.    Performs other duties as assigned. 

 
REPORTS TO:  Business Manager 
 
EVALUATION: Performance will be evaluated in accordance with the Board’s policy on Evaluation of 

Professional Personnel. 
 
 
 
Employee’s Signature: __________________________________________  Date: ________________ 


