
Learning Center Receptionist

Learning Center, GL235

9a-5:30p Monday through Thursday; 8a-4:30p Friday.

PERFORMANCE

The LC receptionist must be reliable, punctual, enthusiastic, professional and willing to help others.  A key 
function is greeting and ensuring students feel welcome.  The Receptionist must learn the LC schedule and services 
provided, and direct students accordingly.  The Receptionist will also assure accurate data collection by requiring 
students to sign-in or sign-out by the method determined. 

The LC Receptionists are expected to adhere to RCTC values and mission, communicate professionally, be 
approachable and attentive to student and staff needs and requests, respect all people, encourage collaboration where 
appropriate, and work to foster a welcoming environment. The LC is a high traffic area with lots of service variety and 
learning opportunities. 




