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Job Description

Position Summary: Receptionist
Major Functions & Accountabilities: Be the face and voice of GPSPCA-Independence while delivering high-quality customer service to all visitors. 
     
Work Conditions: exposure to animals
     
Educational Requirements: High School Diploma or equivalent 
     

Experience, Abilities and Qualifications: Ability to create an exceptional customer service experience while answering phones and greeting visitors. Ability to multi-task and orchestrate the flow of a very busy area.       
     
At Will Employment:

There is no minimum period of employment guaranteed or implied by acceptance of an employment offer. It is the policy of Great Plains SPCA that employment is at will, which means that employment is for no specific term and that employment may be terminated by the employee or Great Plains SPCA at any time without cause. 

Note: This position description is not intended to be all-inclusive. You may be required to perform other related duties within your skill set as negotiated and/or directed to meet the ongoing needs of your department and the organization. 

I have read and understood the duties and expectations as described in this position description.
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           Date 

