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“Preserving the Past, Embracing the Future”

	P. O. Box 1538

Yanceyville, NC 27379

Phone: (336) 694-4141

Fax: (336) 694-1816
	CASWELL COUNTY

Department of Social Services
	Dianne Moorefield Director


POSITION VACANCY

POSITION:


Receptionist/Processing Assistant III
SALARY:


$24,012 – Hiring Rate
 




$25,008 – Regular Rate


DESCRIPTION:
The duties include full time receptionist with switchboard responsibilities consisting of screening calls and referring these calls to the appropriate worker in the agency.  Also, responsible for logging and routing all clients for appropriate services that enter the agency through the front desk area.  Worker is responsible for scanning  documents to appropriate worker, operating fax machine and filing faxes with appropriate worker, filing inactive records in front file room, maintain appearance of waiting room, front desk area and front file room, monitor status of “Visitor Badges”, participate in shelter duty, and other duties that are assigned.  Ability to speak Spanish preferred.
KNOWLEDGE, SKILLS AND ABILITIES:

Ability to learn a general knowledge of agency programs.  Ability to work under stress and meet public in a pleasant manner.  Typing and computer skills are required.
MINIMUM EDUCATION & EXPERIENCE:  

High School Graduate and one year of clerical experience.
Submit North Carolina Application form 

Dianne Moorefield, Director

PD-107 to:





Caswell County DSS








P. O. Box 1538








Yanceyville, N. C. 27379

Position Posted:  October 15, 2020                          
Closing Date:  Open until filled                          
