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HUMAN RESOURCES / EMPLOYEE COMPENSATION

POSITION CLASSIFICATION - 0930

June 2000

POSITION TITLE:
Supervisor, Welcome Center

REPORTS TO:
Chief Personnel Officer and Director, Public Information

Objective: To supervise first person contact of Welcome Center staff to applicants, parents, students, citizens and various guests to the district.  To plan and assign essential functions and special projects to staff, and act to continually provide quality service.

Essential Functions:
1. Supervises first person contact of Welcome Center staff to applicants, parents, students, citizens and various guests to the district.

2. Directs an effective and efficient staff, and conducts recruitment, selection, training, development, performance measurement, discipline and recognition.

3. Plans and assigns essential functions and special projects to staff, and act to continually provide quality service.

4. Reviews and evaluates existing services and prepares recommendations to enhance services.  Acts to create a positive, welcomed environment.

5. Monitors communications to ensure for the accuracy of oral and written information.  Directs the distribution of a wide variety of information.

6. Schedules and supervises the completion of special projects.

7. Supervises an operating budget, and maintains budgetary compliance.

8. Recommends changes in materials, equipment, supplies and technology to maintain and establish standards for quality of service delivery. 

9. Performs other related duties, including special projects, as required or requested.

Education/Experience: Graduation from High School or equivalent. One (1) to three (3) years of progressively responsible customer service experience, preferably within a large school district or public sector employer.  Demonstrated experience supervising a high traffic customer service function.  Strong communication and persuasive abilities, including verbal, written and presentation skills.  Demonstrated computer skills.

Licensure/Qualifying Standards: None.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); fingerprinting; dress code; safety; security, disaster and other policies, procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.  

