
Receptionist/General Administrative Support 
The Jefferson County School System is seeking a qualified candidate to join our central office support 

staff.  General job requirements of Receptionist are listed below.  Qualified individuals may make 

application by submitting a letter of interest along with a detailed resume to the JCBOE.  Applicants 

should provide at least three references able to speak to actual administrative support experience.  

Please include copies of all certifications/licenses relevant to this position.  Applications can be 

emailed to vacancies@jefferson.k12.ga.us or mailed to Jefferson County Board of Education, 1001 

Peachtree Street, Louisville, GA  30434.   The outside of the envelope or the subject line of the email 

should reference “Receptionist.” 

Receptionist/General Administrative Support 

Possess a high school diploma or GED, be proficient in Microsoft Word and Excel, and meet other 
requirements as set by JCBOE.  Excellent communication skills (both verbal and written) are required. 

The receptionist is the first contact a person meets at the central office and is expected to maintain a 
calm, courteous and professional demeanor at all times, regardless of a visitor's behavior.  Other 
personal qualities needed to do the job successfully include attentiveness, a well-groomed appearance, 
initiative, loyalty, maturity, respect for confidentiality and discretion, a positive attitude, honesty and 
dependability. Punctuality and good attendance are key to this position.   

The primary duties of the Central Office Receptionist are related to the management or general business 

operations within the Central Office and include but are not limited to those listed below:   

 Welcomes visitors by greeting them, in person or on the telephone, answering or referring 

inquiries; 

 Monitors attendance and schedules of office personnel to facilitate clear communication 

pathways; 

 Answers incoming calls on multi-line telephone system;  

 Screens and routes telephone calls and visitors to the appropriate party; 

 Takes and delivers messages accurately and promptly; 

 Maintains safe and clean reception area; 

 Composes correspondence independently on a variety of matters as directed; 

 Compiles data, files reports, follows written and oral directions while performing routine tasks 

associated with office procedures. 

The work is highly customer service oriented and requires a focused individual able to multi-task and 

function well under pressure. 
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