Job ID:  425100-06-A   



Department Name:  Mountain Heritage Center     

Job Title:  Receptionist   

Type of Work:  Professional, clerical, IT/computer, works with money, works with confidential information  

Job Competencies:  flexible, works with others, organized, customer focus, communication, self motivated, dependable, works independently, able to lift 10 lbs.   

Job Skills:  Typing, calculator, phone, MS Word, MS Excel, copier, fax, internet, filing   

Job Duties and Responsibilities:   General office work, answer telephone, filing, copier, computer, fax, scanner. Greet visitors and provide information as needed. Handle sales from the museum store. Keep information booth up to date in the MHC gallery.
Job Restrictions:  Must be a sophomore of higher year level.  
Learning Outcome:  Communication skills, working with the public, career skills, professional development, administrative experience, organizational skills.   

Number of available positions:  2  
Minimum number of hours required per week:  8 hours per week with a minimum of 2.5 to 3 hours per block of time.  

Minimum wage is $7.25 per hour

Per University policy, a student may work up to 20 hours per week.

This employer prefers that you contact them by:   Email ONLY  
Contact Person:  Sona Norton  
Department:  Mountain Heritage Center   

Location:  150 HFR Administration Building  

Phone:  227-7129 

Email:  sgnorton@email.wcu.edu 
Click Here for instructions on how to apply for this job.










