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Receptionist/Support Clerk 

 

Purpose and Scope of the Position 

 

The Receptionist/Support Clerk is responsible for performing secretarial, clerical and 

administrative support to ensure the office runs efficiently.  In addition, the Clerk will respond to 

inquiries on the phone and face to face to facilitate the functions of the Agency.  The 

Receptionist/Support Clerk reports to the Executive Director and is responsible for providing 

office support to the staff and certification specialists.  

 

Responsibilities 

 

The major responsibilities and target accomplishments expected of the position are: 

 

1. Provide office support services in order to ensure efficiency and effectiveness within the 

Agency 

 Respond to verbal/written inquiries from vendors and from member entities on 

certification status of applications  

 Assists in projects designed to evaluate the effectiveness of the Agency operation 

in meeting the needs of the governmental member entities  

 Perform initial reviews on all new applications received from applicants 

(according to checklist) 

 Log in new applications, correspondence and other information in the database, 

e.g., placing cases on priority 

 Maintain various logs on postage usage, service requests by member entities, 

number of affidavits received weekly, etc.  

 Maintain and perform data entry to update the database 

 Maintain the general filing system and file applications 

 Handle incoming/outgoing mail including applications  

 

2. Perform clerical duties in order to maintain the Agency administration 

 Monitor the office supplies and inventory, including the fax machine, copier, 

postage meter, etc.  

 Maintain a current and accurate filing system 

 

3. Perform receptionist functions  

 Answer all incoming calls and handle caller’s inquiries wherever possible  

 Direct incoming calls to appropriate staff  

 Transcribe messages from answering machine 

 Set answering machine when the office is closed  

 Greet the public and provide applications and general information on the 

certification process  

 

4. Support the Executive Director, certification specialists and other staff, as requested 
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5. Perform other related duties as required  

 

Knowledge, Skills and Abilities  

 

Knowledge 

 

The candidate for this position must have proficient knowledge in the following areas:  

 

 General office administration  

 General use of office equipment  

 

Skills  

 

The candidate for this position must demonstrate the following skills:  

 

 Team Building 

 Analytical and Problem Solving Skills 

 Effective Verbal and Listening Communications Skills  

 Stress Management Skills  

 Time Management Skills  

 Ability to work with others from socially/economically diverse backgrounds 

 Effectively and accurately handle detail management  

 

Personal Attributes  

 

The candidate for this position must demonstrate the following personal attributes: 

 

 Be honest, trustworthy 

 Be respectful  

 Possess cultural awareness and sensitivity  

 Demonstrate sound work ethics  

 

Education and Experience 

 

 High School Diploma with courses in Business and PC 

 One year of experience working in an office environment  

 Bilingual in English/Spanish a plus 

 


