Hidalgo County HIDTA Task Force
Job Description

Job Title:  Receptionist

Exempt: 
 Yes

Salary Level:    $21,800.00

Job Category:
Clerical
Summary:  Responsible for telephone switchboard - answer, screen and forward calls, providing information, taking messages and scheduling appointments, travel arrangements for office staff.

.


Essential Duties and Responsibilities:

Perform administrative support tasks such as proofreading, transcribing handwritten information, 

May copy, compile, and maintain basic file system.

Perform clerical duties involving entering data, or compute data 


Maintain and order office supplies.


Qualification Requirements:  To perform this job successfully, and individual 



Must be able to perform each essential duty satisfactorily.  The requirement listed 


Below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.   


Computer knowledge:


Must have personal computer knowledge.  Ability to learn new computer 


software.  


Education and/or Experience:


High School Degree or equate 
Language Skills:

Ability to read, analyze and interpret the legal documents.  Ability to 


respond effectively to the most sensitive inquires or complaints.  

Mathematical Skills:

Ability of work with mathematical concepts such as probability and 

Statistical inference.  

Reasoning Ability:

Ability to define problem(s), collect data, establish facts, and draw valid 

conclusions,  Ability to interpret and extensive variety of technical

instructions in mathematical and diagram from and deal with several abstract and concrete variables. 

Other Skills and Abilities:

Ability to establish and maintain effective working relationships with

other county employees, officials, and the general public.

Ability of assume responsibility and to maintain confidentiality.

Ability to function at a high level under stressful conditions.

Physical Demands:  the physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


While performing the duties of this job, the employee is regularly 



to sit; use hands to finger, handle or feel objects, tools or controls;


reach with hands and arms; and talk and hear.  The employee is 


occasionally required to stand and walk.


The employee must occasionally lift and/or move up to 10 lbs.  


Specific vision abilities required by this job include close vision


and the ability to adjust focus.

Work Environment:  The work environment characteristics described here are

Representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


The noise level in the work environment is usually moderate.


Must have a clear criminal record and must submit to a drug test.
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