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Position Title: Receptionist
Department Name:  Center Base Management
Position Overview:

The Receptionist is responsible for the routing of all incoming calls, the organization of the transportation schedule, and various clerical functions. This employee, at times, will be available for clerical work for the administration department.
Qualifications:

· High school diploma. 
· Minimum two years of office work experience. 
· Bilingual
We are an equal opportunity employer.

Procedure for Responding:

No phone calls please.

