
Cherokee Recreation & Parks Agency 
Job Description 

 
Job Title:  Receptionist/Registrar 

 
 
 

Division:  Administrative 
Supervisor:  Community Events & Outreach Manager 
 
Summary: 

Core job functions include performing various vital office duties, providing 
support for individuals in managerial positions, and supplying the public with 
general knowledge of the Agency. 

 
Essential duties and responsibilities include: 
 

Monitor front desk to maintain awareness of any activity in the lobby area as well 
as in the office. 

 
Greet the public as they enter the building and see to their needs. 

 
Answer multi-line telephone, assist callers when able and transfer calls to the 
correct programmer. 

 
Oversee registration for programs and athletics to ensure the right customers are 
entered into the correct activity. 

 
Light to heavy typing and data entry may be required. 

 
Order office and facility supplies as needed on a quarterly basis. 

 
Collect and compile rental information for rooms and pavilions and keep filed to 
keep accurate schedule of rentals 

 
Provide principal support to individuals in the positions of direct supervisor, 
Director, Assistant Director, and Division Heads. 

 
Answer public inquiries regarding programs, special events, athletics, etc. 

 
Supervise cell phone coverage and equipment. 

 
Monitor and replenish postage meter account. 

 
Attend staff meetings and record meeting minutes. 

 



Record telephone calls and walk-ins for monthly participation report 
 

Attend and participate in Agency functions and events. 
 

Assist in any other areas as needed. 
 
Supervisory Responsibilities: 

Serves as aide in training any new front desk staff.  Supervises any activity in the 
front desk area.   

 
Qualification Requirements: 

To perform this job successfully, an individual must perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, 
skill, and/or ability required.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform in the essential functions. 

  
Education and/or Experience: 

College degree and/or vocational training and/or minimum 2 year experience in a 
related field. 

 
Mathematical Skills: 

Ability to add, subtract, multiply and divide in all units of measure using whole 
numbers, common fractions and decimals.  Ability to compute rate, ratio and 
percentage.  Ability to perform specific computations that are applicable to the 
job such discounts, interest, proportions, etc. 

 
Communication and Reasoning Skills: 

Ability to read and comprehend instructions, short correspondence and memos.  
Ability to write short correspondence.  Ability to deal with a variety of problems 
in standardized situations.  Ability to explain established policies and/or 
procedures to employees.  Ability to provide oral and written instructions to 
employees.  Ability to establish and maintain effective working relationships with 
employees and the general public. 

 
Certificates, Licenses, Registrations: 

Possession of a valid Georgia Driver’s License (class C) and a satisfactory Motor 
Vehicle Report (MVR). 

 
Knowledge, Skills and Abilities: 
 Ability to deal with the public. 
 

Ability to follow established safety rules and departmental policies and 
procedures. 
 
Ability to establish staff requirements and schedules for programs and events. 
 



Computer skills required including MS Word, MS Excel, and MS PowerPoint. 
 
Physical Demands: 

The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job.  
Reasonable accommodations may be made enable individuals with disabilities to 
perform the essential functions. 
 
While performing the duties of this job, the employee is required to stand; walk; 
use hands to handle or feel objects, tools, or controls; reach with hands and arms; 
talk; and hear.  The employee is occasionally required to sit, climb, balance, 
stoop, kneel, crouch, or crawl. 
 
The employee may be required to lift and/or move up to 50 pounds.  Specific 
vision abilities required by this job include close vision, distance vision, color 
vision, peripheral vision, depth perception and the ability to adjust focus. 

 
Work Environment: 

The work environment characteristics described here are representative of those 
an employee encounters while performing the essential functions of this job.  
Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 
 
While performing the duties of this job, the employee occasionally works in 
various weather conditions. 
 
The noise level in the work environment may be moderate to noisy at times. 

 
Comments: 
 Employee must be available for work on weekends, evenings, and holidays. 


