
 

 

 

 

POSITION AVAILABLE 
RECEPTIONIST 

SALARY RANGE - $23,000 TO $33,000 
 
 

Access Services, the designated administering agency for ADA paratransit in Los 
Angeles County, located in El Monte, California, is seeking a candidate to fill a 
Receptionist position.  Access Services oversees one of the largest paratransit 
programs in the United States with an annual budget in excess of $165 million. In 
total, Access Services provides more than 3 million rides per year to more than 
170,000 qualified disabled riders in a service area of over 1,950 square miles. The 
agency is also the Consolidated Transportation Services Agency (CTSA) for Los 
Angeles County. 

 

POSITION 
 
Reporting to the Administrative Manager/Board Liaison, this position is responsible 
for answering and routing all incoming calls, providing information about the 
agency, greeting and directing visitors. 
 
EXAMPLE OF DUTIES 
 

 Answering and routing four incoming phone lines to the appropriate 
individual or department for a staff of 70-75 

 Greeting and directing visitors and providing information about the agency 

 Handling incoming and outgoing mail and packages for courier services such 
as Federal Express; preparing receipts and maintaining logs for incoming 
packages from vendors 

 Maintaining an information database for passenger ride checks, observation 
reports and contract driver database 

 General office clerical support 

 Other duties as assigned. 
 
QUALIFICATIONS 
 

 Excellent written and verbal communication skills 

 Present a professional image and have a positive attitude 

 Sensitivity to effectively interface with disabled and elderly individuals 

 Ability to maintain confidentiality 
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 Knowledge of general office procedures and ability to operate office 
equipment such as photocopier; fax; postage machine; multi-line phone 
systems; and personal computer 

 Computer literate in MS Outlook, Word, Excel, Access and Liberty 
 

EXPERIENCE AND EDUCATION 
 
High school diploma or general education degree (GED); or one to three months 
related experience and/or training; or equivalent combination of education and 
experience 
 
 

EQUAL OPPORTUNITY EMPLOYER 

This notice is for information purposes only; it is not intended to be a job description.  Position will be posted 

until position is filled.  Please mail resume to: Access Services, Attn: Human Resources, P.O. Box 5728 El 

Monte, CA  91734, or fax to (213) 270-6051.  Resumes may also be e-mailed to hr@accessla.org.  

   

       September 20, 2016 
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