Student Receptionist________________________

Hours will vary depending on need; but generally there will be 3 shifts:

· 7:30 to noon (M-F)

· Noon – 4:00 (M-TH)

· Noon – 4:30 (Fri)

· 4:00 – 7:00 (M-TH)

Occasionally, more hours will be needed.
Proactively greet students and visitors.
Project warmth and care, but without inviting prolonged conversation with one person.

Answer the general seminary phone.
Sign for delivered packages.
Assist students and visitors with questions and/or directions.
Sell parking passes for the Garrett Place gated lot and prepare parking card envelopes. 
Please contact Barbara.Adams@Garrett.edu or Diana.Ahn@Garrett.edu
