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Job Title: 			After Hours Receptionist

Office or Division: 		Security

Reports To:			Director of Technology 

Effective Dates:		Immediately – June 2, 2021



Summary 

This part-time position will staff the reception desk Monday-Friday from 4-6 p.m. during the remainder of the 2020-21 school year and is expected to staff the reception desk from 4-7 p.m. in upcoming school years. The after-hours receptionist will provide information, assist with aftercare child pickup, and enforce building access procedures.


General Responsibilities  

· Provide information to visitors
· Enforce the building access policies (visitor sign in, parent badges, door control, etc.)
· Understand and operate door control system for after-hours events and check for door propping
· Report suspicious activity
· Act as point of contact for after hours needs, including aftercare child pickup 
· Additional organizational support tasks as assigned

Position Requirements

· Ability to deal with the public in a positive and friendly manner
· Ability to work cooperatively, effectively, and in a personable manner with faculty, staff, students, and parents
· Ability to follow and carry out instructions with attention to detail
· High School diploma
· Minimum of one year of work experience in a role dealing with the public
· Good oral and written communication skills
· Skilled with PC technology


We believe every person plays a role in making Wellington a diverse, equitable, and inclusive place to learn, teach, and work. We seek to attract culturally and academically diverse faculty and staff who thrive on being engaged participants in our vibrant, innovative educational community. We embrace diversity and do not discriminate on the basis of race, color, religion, gender, disability, sexual orientation, age, or national or ethnic origin in the administration of our admission policies, financial aid, or employment.


Qualified candidates should send materials to Director of Technology John Kruzan at kruzan@wellington.org. All candidates should include:

· Cover letter
· Resume
· Completed application
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