

	Position Description

	PD#: BA136672
	 
	Replaces PD#: 

	Sequence#: VARIES

	INFORMATION RECEPTIONIST

GS-0304-04

	 
	  


	Servicing CPAC: ARDEC PICATINNY, NJ



	
	Agency: VARIES

MACOM: VARIES

Command Code: VARIES
 

Region: NORTHEAST




	 

	Citation 1: OPM PCS INFOR RECEPTIONIST SERIES, GS-304, JUN 61
	
	
	

	PD Library PD: NO

	COREDOC PD: NO

	 

	Classified By: PETER ROWLAND 

	Classified Date: 01/16/2003

	 


	FLSA: NON-EXEMPT
	Drug Test Required: VARIES   
	DCIPS PD: NO

	Career Program: 
	Financial Disclosure Required: NO   
	Acquisition Position: NO 

	Functional Code: 
	Requires Access to Firearms: VARIES
	Interdisciplinary: NO

	Competitive Area: VARIES
	Position Sensitivity: VARIES
	Target Grade/FPL: 04

	Competitive Level: VARIES
	Emergency Essential:  

   [ ]


	Career Ladder PD: NO

	Bus Code: VARIES
	Personnel Reliability Position: VARIES
	Information Assurance: 

	PD Status: VERIFIED 

	 


	Duties:
SUPERVISORY CONTROLS

Supervisor assigns work and outlines scope of objectives and procedures governing the work within the assigned area. Supervisor relies on incumbent to accomplish work assignments on own initiative and with limited supervision. Advice is provided on matters of policy or where major deviations from established guidelines require authoritative decisions from higher level employees. Completed work is reviewed for compliance with established policies, procedures, and regulations by spot-checking.

MAJOR DUTIES

Serves as a receptionist for the Command Group and other tenants in the building. The Command Group is characterized by frequent changes in organizational structure and addition/deletion of missions, requiring awareness and adjustments to keep abreast of authorized personnel.

1. Serves as the building receptionist responsible for reviewing credentials of all visitors and personnel for proper identification to allow entrance to the building. Maintains access authorization cards, checks personnel rosters, and arranges for escorts as required. Maintains up-to-date rosters of occupants of the building. Issues identification badges. Maintains daily record of visitors and of personnel assigned to the building who forget or lose their badges. Refers unannounced visitors to proper officials of the organization. Requires good general knowledge of the organization and tenant offices as to location, functions, key personnel and good general knowledge of the installation to offer information as necessary. Deals with the public in a courteous, poised, tactful manner. Provides information in response to inquiries concerning identification, location and general responsibilities of organizations, functions, program activities, operations, installation and offices, etc. Checks for authorization to bring in or carry out government equipment. Receives and releases mail/packages from and to contractors. 
50%

2. Security controls are performed in the issuing of identification badges by providing simple instructions on security regulations relating to the necessity for wearing badges, explaining procedure for leaving mail/packages at the receptionist's desk for pickup, arranging for escort service, and in accordance with standard procedures. Responsible for securing designated doors prior to leaving building for the day. Maintains continual surveillance over the area being protected as a result of the competition sensitive nature of the work performed in the building, noting movement of persons, property, etc. Investigates suspicious persons. Scrutinizes the movements and activities of suspicious persons and those who seem unfamiliar in the area. 
50%

Performs other duties as assigned.

	
Evaluation:
I. REFERENCE: OPM PCS for Information Receptionist Series, GS-304, June 1961.

II. SERIES DETERMINATION: Position receives and directs visitors, reviewing credentials, arranging escorts and performing security controls. Provides information regarding locations, functions, activities, etc. of assigned organizations. As such, it meets the series definition of GS-304 and is so coded.

III. GRADE DETERMINATION: Provides a wide variety of general information for inquiries regarding locations, functions, missions, activities, and personnel, of the Command Group and various tenants. Frequent changes in organization, personnel, etc. require alterations and adjustments to be made to the information provided. Duties also include reviewing credentials, arranging escorts, issuing badges, surveillance of the area for suspicious activity, receiving mail/packages, etc. A good general knowledge of the installation, organization and personnel is required. Skill in dealing with the public in a courteous and tactful manner and using good judgment in public contacts is also required. This equates with the level of difficulty and complexity required at the GS-04 level. At the GS-03 level, the information provided would be of a more routine nature and would not encompass the frequency of change encountered for this position. 

IV. FINAL CLASSIFICATION: Information Receptionist, GS-304-04.
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