RECPTIONIST	
HYDE PARK, UTAH
OPENING DATE: December 8, 2025
CLOSING DATE: December 18, 2025 4:00 p.m.
 

ESSENTIAL DUTIES 
· Is responsible to be familiar with working level office procedures and departmental functions, to include knowledge of telephone and receptionist processes, software for computer uses and for typing, basic math, grammar, and English skills; uses department specific software programs.
· Accept and receipt money from customers.
· Provides information to the public; performs routine customer service. 
· Answers single or multi-line phones; screens and routes calls and walk-ins to appropriate people. Provides detailed information to inquiring parties; directs complex questions to staff.
· Work with the animal control officer, maintain animal control records, order dog tags, follow up on unlicensed dogs; ensure proper rabies vaccination information. 
· Calendar and schedule events held at City owned facilities; maintain deposit and rental payment logs; request refunds as needed.
· Performs related duties as required.

MINIMUM QUALIFICATIONS
Education and Experience
· High school diploma
· 2 years customer service experience, to include six (6) months experience in bookkeeping, accounting, cashiering or related field, or any equivalent combination of education and experience.

Necessary Knowledge, Skills, and Abilities
· Basic customer service principles skills and techniques; ability to calmly resolve conflicts with our customers and the general public.
· Skill in establishing and maintaining effective working relationships with co-workers, Supervisor, Department Heads, City Officials, and the public.
· Must be responsible and detail oriented. Skill in entering and retrieving data into/from computerized database.

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 accommodation may be made to enable individuals with disabilities to perform the essential functions.

· While performing the duties of this job, the employee is frequently required to sit, stand, walk, and talk or hear. 
· The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision and the ability to adjust focus.

Management reserves the right to add or change duties at any time.
[bookmark: _Hlk215672928]COMPENSATION: 
· $ 15-$18/hour, negotiable depending on qualifications.
· Flexible hours (20-25 hours per week - Office open 7:30 am – 5:30 pm, M-Th)
· Non benefited position 

[bookmark: _Hlk215672787]APPLICATION PROCEDURES ARE AS FOLLOWS:
1. Ensure that a completed Job Application and up-to-date resume, if possible, are submitted by 4:00 p.m. on December 18, 2025. Methods of submission include emailing electronic copies of the documents to susan.b@hpcutah.gov, or delivering paper copies of the documents to the Hyde Park City Offices.
2. Applicants will be pre-screened according to the above qualifications.
3. Hyde Park City is an equal opportunity employer and does not engage in illegal discrimination on the basis of race, color, national origin, sex, religion, age, or disability in employment or the provision of services.
4. If you would like to apply for this job opening and need assistance due to a disability, please notify Hyde Park City two (2) days or more in advance regarding the type of assistance you require by calling Susan Balls at 435.563.6507 ext. 12.
Hyde Park City is an Equal Opportunity Employer



	

