Oklahoma District Attorneys Council
NOTICE OF JOB OPENING

POSITION:

Front Desk Receptionist
SALARY: $24,000 - $28,000 

Depending on experience

APPLICATION ACCEPTED:

Open until filled

SUBMIT RESUME & COVER LETTER TO:

careers@dac.state.ok.us 

Please include “Front Desk Receptionist” in the subject line.
or mail to:
District Attorneys Council

Attention: Human Resources

421 N.W. 13th Street, Ste. 290

Oklahoma City, OK  73103

FUNCTION:

Under the direction of the Federal Grants supervisor, the primary duty of this position is to serve as the receptionist for the front desk, to answer incoming calls for DAC and Federal Grants division.  This position will also process Federal Grants division travel claims, including conference travel claims. 

SPECIFIC DUTIES & RESPONSIBILITIES:

1. Greets DAC office visitors

2. Answers incoming calls for DAC and Federal Grants

3. Provides assistance to callers whenever possible and/or referring to other Division staff when necessary.

4. Sorts, opens, and distributes mail to appropriate divisions.

5. Prepares outgoing mail to meet time deadlines for delivery.

6. Maintains federal grant files. 

7. Prepares grants travel claims for entry into PeopleSoft

8. Inputs claim information into DAC ledger database

9. Completes travel and honorarium claims for out-of-state speakers.

10. Mails all travel reimbursement warrants.  

11. Prepares and processes Federal Grants division correspondence, agency forms, and documents following agency procedures and protocols.

12. Creates and/or revises forms for all grant programs and Grant Division staff.

QUALIFICATIONS:

· A minimum of two years secretarial experience or an equivalent combination of education and experience. 

· Excellent communications skills, both oral and in writing.

· Good organizational skills with the ability to plan, coordinate, and evaluate the activities in multiple areas.

· Proficiency in Word, Outlook, and Excel computer programs required. Knowledge in Access is helpful. 

· General knowledge of federal and state regulations relating to the administration of grant programs is preferred.
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