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Northcoast Children’s Services 
 P.O. Box 1165, Arcata, CA 95518  ~ Phone: (707) 822-7206  ~ (800) 808-7206  

Web site:  www.ncsheadstart.org     ~ FAX:    (707) 822-7962 

 

 
 

JOB DESCRIPTION 
Northcoast Children’s Services 

Head Start/Early Head Start 

SECRETARY/RECEPTIONIST 
 
Under the supervision of the Business Manager, the Secretary/Receptionist is a member of 
the Support Staff Team   and is responsible for assisting and supporting Northcoast 
Children’s Services and Head Start/Early Head Start programs in the duties listed below.  
This is a non-exempt position. 
 

 

DUTIES/RESPONSIBILITIES: 

 
1. Create a family-friendly, warm and inviting office reception area. 

2. Greet public and direct/answer questions as necessary.  

3. Answer multi-line telephone/voice mail system, route calls and/or take messages as 
appropriate.  

4. Maintain office storage of supplies and order supplies as needed. 

5. Process incoming and outgoing mail.  

6. Maintain copier, postage, fax machines and supplies and schedule and track 
maintenance. 

7. Maintain front office: presentation, information, and necessary keeping of staff 
schedules. 

8. Perform word processing, copying and filing as needed. 

9. Be responsible for general office housekeeping. 

10. Assist in supporting all components, HS/EHS, State Programs, and Indirect, to meet 
program needs as assigned. 

11. Assist with the overall clerical/administrative duties for the Humboldt Recreation 
Program. 

12. Organize and maintain the hiring board and folders, interview schedules and general 
information on available positions. 

13. Provide Parent and Community In-Kind data entry and support. 

14. Perform other duties as assigned. 
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QUALIFICATIONS: 
 
1. High school graduation or equivalent and two years office experience. 

2. Understanding of and experience with a multi-line phone system. 

3. Two years experience and demonstrated competency in computer office component 
software, such as MS Word, MS Excel or similar applications required, with database 
and/or graphics/page layout and design experience desired. 

4. Knowledge of general office practices and ability to operate office machinery. 

5. Ability to write legibly and to perform clerical and bookkeeping tasks. 

6. Must possess good communication skills, reading, writing and math skills and have 
pleasant telephone manner.  

7. Ability to follow written and oral instructions. 

8. Ability to accept, reflect and act upon feedback. 

9. Must facilitate and model respectful, professional communication and teamwork, 
demonstrating a positive attitude.  

10. Ability to relate to diverse groups of people including low-income families. 

11. Ability to develop warm, open relationship with children, parents and staff. 

12. Ability to work as a team member with other staff and parents. 

13. Ability to multi-task and perform under pressure in a busy office setting. 

14. Possession of: 

 valid driver’s license 

 evidence of current automobile liability insurance 

 good driving record 

 
Physical Requirements 
 
1. Must successfully complete a health screening and provide proof of the absence of TB 

no later than 7 days following the date of hire. 

2. Physical ability to lift and carry objects up to 25 pounds. 

3. Physical agility to bend, stoop, walk, reach overhead, push/pull, squat, twist and turn. 

 
Health and Safety Training Requirements 
 
1. Must have a current Criminal Record Clearance with current Child Abuse Index Check 

on file with Community Care Licensing, or provide fingerprints and a Child Abuse Index 
Check prior to first day of work in order to obtain a criminal Record Clearance from the 
Department of Justice.  


