
WICHITA AND AFFILIATED TRIBES 

POSITION DESCRIPTION 

 

TITLE:  RECEPTIONIST, INTAKE CLERK, FAMILY SERVICES BLDG. 

 

SUPERVISOR: ICW/PSSF/JSP/TYP/SS/DFV/CCDF Program Directors   

 

GENERAL DESCRIPTION: Performs all those duties and/or services associated with or related 

to the positon of Receptionist/Intake Clerk for all Program Directors employed within the Family 

Services Building. Salary for services provided will be compensated in equal shares by all 

Programs housed within the Family Services Building. 

 

DUTIES AND RESPONSIBILITIES 

 

1. Will greet visitors/clientele and based on assistance required, direct client(s) to the 

appropriate program Director for assistance. 

 

2. When necessary, prepare an initial intake form for respective Program, screen applications 

for eligibility and route information to applicable Program. 

 

3. If necessary, assist clients in completing various forms and applications, and in addition, 

assist them with their requests as applicable to the various Programs. 

 

4. Shall maintain an agenda of appointments for Program Directors, if necessary, and be 

responsible for the submission of staff’s time sheets to payroll. 

 

5. Will pick up mail from Administration Building and distribute to appropriate 

individuals/offices and screen and log in all incoming telephone calls and direct to proper 

source. 

 

6. Will perform other duties as assigned or as required to fulfill each Program’s objectives on 

an as needed basis. 

 

QUALIFICATIONS: 

 

1. Must have a high school diploma or GED and a two (2) year Vo-tech Certification in a 

business related field. Two or three years of clerical work can be substituted for the Vo-

tech Certification. 

 

2. Must be computer literate and be able to type 40 wpm. 

 

3. Must possess communication skills both, oral and written and an outgoing personality to 

be able to communicate effectively with supervisors and clientele. 

 

4. Must possess a valid Oklahoma State Driver’s License. 

 



5. Must sign a Confidentiality Agreement and abide by client confidentiality as required by 

Law. 

 

6. Must successfully pass a drug screening test. May also be required to pass a criminal 

background investigation in accordance with P.L. 101-630, Section 408 (a) & (b) and have 

no drug related or felony convictions. 

 

 


