	Orientation to Receptionist Duties

	Purpose
	The purpose of this activity is to familiarize the trainee with the point of entry for clients into the local county office, and with the flow of work in the county. The trainee will also be introduced to some of the equipment used in the day-to-day work of the Agency.

	Supervisor/ Training Coordinator
	Arrange for the trainee to observe the county office receptionist for two to four hours. 

· Provide a copy of this worksheet for the receptionist(s) and assure that the trainee obtains all the information needed to complete this worksheet.

	Trainee
	You will observe the local agency receptionist for a minimum of 2 hours.

· Ask questions and request clarification as needed to complete this worksheet.


The trainee has completed the worksheet, demonstrated satisfactory comprehension of the subject and received feedback from the supervisor/training coordinator and/or field practice advisor. 
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	Orientation to Receptionist Duties Worksheet

	1. 
	How are clients greeted upon coming into the reception area?      
List services available, bilingual persons, handicap access, etc.      

	2.  
	Describe how the receptionist answers the phone. List any agency approved greeting or procedures.      

	3. 
	Give some examples of customer service observed.      

	4. 
	Describe the flow of work from the point of first contact with the receptionist to the desired employee.      
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