
Cherokee Recreation & Parks Agency (CRPA) 
Receptionist/Registrar 

 
REPORTS TO: Administrative Division Director 
FLSA STATUS: Non-Exempt 
PAY GRADE: 123 
SALARY RANGE: $21,033 - $32,055 
 
Purpose of Job 
Performs responsible, confidential and varied secretarial and administrative tasks for the 
agency; provides support for individuals in managerial positions; performs program 
registrations and facility reservations; handles routine complaints, inquiries and requests while 
performing front desk, reception responsibilities for incoming patrons.  

 
Essential Duties and Responsibilities 
The following duties are normal for this job. These are not to be construed as exclusive or all-
inclusive. Other duties may be required and assigned.  
 
Answers the telephone and gives specific or general information in response to public or official 
inquiries; handles requests for services, complaints and other public contact work. Operates 
multi-line telephone and transfers calls accordingly.  
 
Receives, receipts and deposits money from citizens and maintains accurate records of 
transactions.  
 
Performs purchasing functions to include preparing requisitions and selecting/ordering supplies 
and equipment necessary for agency operations.  
 
Attends meetings; records, types and distributes meeting minutes; may schedule use of 
conference rooms.  
 
Assists the public by providing information regarding the agency’s services and providing 
direction regarding the completion of agency applications and forms.  
 
Oversees registration for programs, athletics, classes, camps, etc. to ensure the right customers 
are entered into the correct activity. 
 
May perform clerical and data entry work related to the function of assigned department.  
 
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 division directors and agency 
director.  

 
Maintains account for postage meter and orders supplies as needed.  
 
Performs other related duties as required.  
 
Knowledge, Skills, and Abilities  
Knowledge of the principles, practices, and procedures of the Cherokee County Government 
and the operations and functions of CRPA. 
 
Knowledge of all applicable laws, ordinances, policies, standards, and regulations pertaining to 
the specific duties and responsibilities of the job. 
 
Knowledge and skill in the use of office equipment, research equipment, various software 
programs, and desktop publishing. 
 
Knowledge of First Aid and CPR.  
 
Ability to effectively communicate and interact with management, employees, members of the 
general public and all other groups involved in the activities of Cherokee County government as 
they relate to CRPA. 
 
Ability to assemble information and make written reports, documents, policies, proposals, and 
procedures in a concise, clear, and effective manner.  
 
Ability to work without direct supervision, using personal judgment in processing paperwork 
and handling unusual situations.  
 
Minimum Training and Experience Required to Perform Essential Job Functions 
Associate’s degree and/or vocational training and/or minimum 2 year experience in a related 
field. 

Must possess a valid driver’s license.  

 
(ADA) Minimum Qualifications or Standards Required to Perform Essential Job Functions 
Physical Requirements: 
Must be physically able to operate a variety of machinery and equipment including a computer, 
LED projector, overhead projector, camera, copier and fax. 
 
Must be able to use body members to work, move or carry objects or materials. This position 
requires: walking, standing, bending, stooping, pushing, pulling, lifting, fingering, grasping, 
feeling, seeing, talking, hearing, and repetitive motions. 



 
Must be able to exert up to 25 pounds of force occasionally, and/or up to 15 pounds of force 
frequently. Physical demand requirements are at levels of those for sedentary work. 
 
Data Conception:  Requires the ability to compare and or judge the readily observable 
functional, structural, or compositional characteristics (whether similar to or divergent from 
obvious standards) of date, people or things. 
 
Interpersonal Communication:  Requires the ability to hear, speak and/or signal people to 
convey or exchange information. Includes giving and receiving assignments and/or directions to 
co-workers and assistants as well as from supervisors.  
 
Language Ability:  Requires ability to read a variety of reports, proposals, requests, registers, 
applications and informational documentation, directions, instructions, and methods and 
procedures. Requires the ability to prepare reports, proposals, articles, notices, letters, memos 
and miscellaneous documents using prescribed formats and conforming to all rules of 
punctuation, grammar, diction, and style. Requires the ability to speak to people and groups of 
people with poise, voice control, and confidence.  
 
Intelligence:  Requires the ability to learn and understand complex principles and techniques; 
to acquire and be able to expound on knowledge of topics related to primary occupation; and 
to make independent judgment in the absence of management.  
 
Verbal Aptitude:  Requires the ability to record and deliver information, to explain procedures, 
and to follow oral and written instructions. Must be able to communicate effectively and 
efficiently in a variety of administrative, technical or professional languages including legal 
terminology.  
 
Numerical Aptitude:  Requires the ability to utilize mathematical formulas; add and subtract 
totals; multiply and divide; utilize determine percentages; interpret graphs; perform statistical 
calculations. 
 
Form/Spatial Aptitude:  Requires the ability to inspect items for proper length, width, and 
shape, visually with a computer, slide projector, overhead projector, camera, copier, fax and 
typewriter.  
 
Motor Coordination:  May require the ability to coordinate hands, fingers, and eyes accurately 
in using a computer, slide projector, overhead projector, camera, copier, fax and typewriter. 
Requires the ability to use the keyboard, lift, bend, push and pull objects or materials using 
body parts as the position necessitates.  
 
Manual Dexterity:  Requires the ability to handle a variety of items such as a computer, LED 
projector, overhead projector, camera, copier and fax machine. Must have the ability to use 



one hand for twisting or turning motion while coordinating other hand with different activities. 
Must have minimal levels of eye/hand/foot coordination.  
 
Color Discrimination:  May require the ability to differentiate between colors and shades of 
color.  
 
Interpersonal Temperament:  Requires the ability to deal with people beyond giving and 
receiving instructions. Must be adaptable to performing under considerable stress when 
confronted with an emergency.  
 
Physical Communication:  Requires the ability to talk and/or hear: (Talking – expressing or 
exchanging ideas by means of spoken words). (Hearing – perceiving nature of sounds by ear). 
Must be able to communicate via telephone, two-way radio.  
 
 
 
  
 


