Receptionist
Position Description
	Title:
	Receptionist

	Reports to:
	Supervisor: Lou Ann Welsh
Location: 803 Sycolin Road #104, Leesburg VA

	Overview of the Position
	Provide customer service and assist with administrative duties as the front office receptionist at Loudoun County Fire-Rescue’s main office in Leesburg.

	Specific Tasks:
	Copy; file; draft correspondence or other documents.
Read and respond to e-mail.
Perform data entry.
Order supplies. 

Receive and prepare timesheets.
Monitor copiers, printers and fax machines.
Troubleshoot equipment problems and/or report technical problems and contact the Help Desk as necessary.   

Performs duties accurately with minimal errors and within established deadlines.

Answers and refers calls from staff, volunteers and the general public. Assists walk-in customers.  

Consistently demonstrates a courteous, professional and service-oriented demeanor in interactions with staff, volunteers and the general public. Follows-through on requests for information.

Performs and/or assists with selected special projects as assigned

	Time Required:
	4.5  hours a week minimum. 

Fridays only.

8:15 am – 12:45 pm

12:30 pm – 5:00 pm  

	Dates of Service
	6 month commitment required.

	Qualifications:
	Lift 10 pounds.

Successfully pass a background check

	Skills/Educations/Ability:
	Ability to read and write English.

Self motivated.

Positive disposition.

	Experience:
	Prior customer service experience preferred.

Experience in Fire-Rescue preferred.

	Training Required:
	In house training provided on site.
· LCFR Orientation

· Agency familiarization

	Benefits:
	Opportunity to learn the structure and internal operations of Loudoun Fire-Rescue.

Worker’s Compensation Coverage, Business Discounts, & Access to the Fire-Rescue gym.

Opportunity to attend trainings offered by Loudoun county and LCFR.

	Limitations:
	This is not a paid, stipended, or intern position.

	Contact:
	Karen McQuaid, Volunteer Program Manager

Karen.mcquaid@loudoun.gov
703.777.0568


