                                       DEPARTMENT OF JUSTICE
                                                  JOB OPENING
Opening Date:  November 18, 2009

Closing Date:  November 30, 2009
        Receptionist, (Pay Grade 5)
                       Fraud and Consumer Protection Division



   New Castle County

Job Responsibilities and Duties:  The incumbent provides receptionist services for all staff of the Fraud and Consumer Protection Division in New Castle County.  The incumbent answers a multitude of telephone calls, appropriately directs the telephone calls and takes accurate messages as necessary.  The incumbent answers the consumer hot-line and provides the initial contact for consumers with complaints against businesses.  The incumbent enters consumer information into the Unit’s Consumer Protection Case Management System (CMS), assigns complaints to the Intake Investigators, sends the complaint forms and information to the consumers and refers the consumer to other governmental or community agencies.  The incumbent greets guests, determines their needs, refers them to the correct service or staff member and maintains a Visitor Log with entry into CMS.  The incumbent may also be asked to provide clerical duties such as filing, copying and collating information.  The work hours for this position are 8:30 a.m. to 5:00 p.m.
Minimum Qualifications:
Ability to multi-task
Excellent organization, verbal and written skills

Proficient in Microsoft Word

Data entry experience

Desired:

Bi-lingual skills

If you are interested in this position, please send Resume to Department of Justice, Human Resources, 820 N. French Street, Sixth Floor, Wilmington, DE  19801 or fax to 302-577-5866.

