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JOB TITLE:               Receptionist, Food Service    STATUS:         Non-exempt 
 
REPORTS TO:  Director of Food Service   TERMS: 215 days 
 
DEPARTMENT: Education Support Center   PAY GRADE: AS201 
  
 
PRIMARY PURPOSE:  

To direct visitors, parents, and school personnel via phone or in person to the correct food service 
personnel.     

 
QUALIFICATIONS: 

Education: 
High School Diploma or GED 

 
Special Knowledge/Skills: 
Computer skills using word processing and databases 
Excellent verbal communications 
Ability to multi-task and work under stress in a crisis 
Ability to keep confidential information 
Bilingual preferred but not required 
 
Experience: 
Minimum of two years office experience 
Receptionist duties preferable 

 
MAJOR RESPONSIBILITIES AND DUTIES: 
 

1. Responsible for answering phones, taking messages, and forwarding messages to appropriate staff 
for food service department in a polite, efficient manner. 

 
2. Greet and receive guests and direct them to appropriate office or meeting.  

 
3. Refer inquiries or problems to appropriate food service staff. 
 
4. Assist parents with the completion of paper applications as well as online applications for meal 

benefits. 
 

5. Assist with organizing vendor invoices. 
 

6. Assist office staff with maintaining an organized filing system. 
 

7. Assist food service staff with various assigned tasks. 
 
8. Assist with organizing food service department meetings. 

 
9. Remain current on school information for the public, i.e., school calendar, campus menus,  

 kitchen ordering schedules, etc. 
 

10.       Maintain a neat lobby area. 
 
11.       Accurate and consistent use of Time Clock Plus (TCP) and AESOP. 
   
12.      Perform other duties as may be assigned. 
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EQUIPMENT USED: 
 Multi-line telephones, computer, copier, and fax 
 

WORKING CONDITIONS: 
Mental Demands: 
Reading; ability to communicate effectively (verbal); ability to attend to detail; maintain emotional control 
under stress; works with frequent interruptions 

 
Physical Demands/Environmental Factors: 
Steady phone interactions; bending and sitting.  Able to lift up to 35 pounds 

 
 
The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 
exhaustive list of all responsibilities, duties, and skills that may be required. 
 
I have read and understand the responsibilities and duties required for this position as outlined above. I understand 
the duties and can perform all essential job functions listed above. 
 
 
__________________________________________  
Printed Name 
 
 
__________________________________________  
Signature 
 
 
__________________________________________  
Date 


