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Is Rachel Workforce Ready?
Receptionist/Office Administration

Meet Rachel….

Rachel would like to pursue a career in office administration.  At her high school Rachel has completed courses such as Keyboarding, Business Computer Applications, Accounting, and Business Law.  She has landed a summer internship position as a receptionist at a mid-size manufacturing firm.  
Her tasks as the front door, receptionist are:

· Operate a six-line switchboard.

· Greet visitors.

· Sort and distribute mail.

· Make travel arrangements.

· Maintain office supply inventory.

· Reserve conference rooms.

In addition, Rachel must be proficient in Microsoft Word, Excel and data entry skills.  

During the job interview, Rachel was asked to present personal examples of how she has demonstrated dedication, teamwork and the ability to multi-task.

Rachel’s first week of employment proved to be very challenging.  She found that there were times during the day that were extremely busy and then at times the reception area would become very quiet.  
During the busy times, Rachel was had to address visitors as they arrived, answered the phone, deal with needs of employees such as having someone paged or announcing a meeting is scheduled to begin.

Is Rachel ready to begin her office administration career?
WORK ETHIC

When Rachel found that the phones were not ringing or there were no visitors to greet, she would read a romance novel or use the Internet to find the latest entertainment news.  Are Rachel’s actions appropriate for the business environment?  Is this a good example of a strong work ethic?  What should Rachel be doing when there are quiet moments?
Is it permissible for an employee to use the computer for Internet surfing?

Is Rachel Workforce Ready?  Does she possess the education and skills necessary for this job?  What skills do a receptionist or any administrative assistant need to succeed on the job?

WORKPLACE KNOWLEDGE

During the first week on the job, the V. P. of Sales asked Rachel to set up phone meetings with five of the national sales managers.   He requested that each manager should be on the phone ready to speak to him at 9 a.m., the beginning of their work day.  The sales managers are located in Phoenix, Anchorage, Chicago, Atlanta, and Las Vegas.   At what time in the Long Island office should Rachel place the five calls so that it would be the appropriate time in the sales territories?
Rachel will need to use her knowledge of geography and world time zones to complete this task correctly.
Suggested Answers to Appear at Website.
WORK ETHIC:

No, Rachel should not be reading romance novels or using the Internet for private use.  Rachel should create a list of tasks that can be done while the phones are not ringing.   She should also reach out to other office members to see if see can be a team player by assisting them with their projects.  However, she must be careful to make answering the phones and greeting visitors as her number one priority.
Rachel has taken a good number of courses at her high school to make her workforce ready for this job.  Here is a list of the skills and knowledge an administrative assistant should possess.
10 Skills an Administrative Assistant Should Have
1. A basic understanding of office machinery 
2. The ability to use all of the software used by the company 
3. A basic understanding of computer operation, maintenance, and troubleshooting 
4. A basic understanding of business law, 
5. Advanced communication skills 
6. Organizational skills 
7. Accounting skills 
8. Time management skills, and 
9. Multi-tasking skills. 
10. The possession of a Notary Public’s license for the ability to witness contracts
These skills will equip a administrative assistant for job success and career advancement.
Current standard time zones of the USA 

Rachel will need to place the telephone calls at the following times in the Long Island office:

9 a.m.  Atlanta

10 a.m.
 Chicago
11 a.m.   Phoenix
12 p.m. Las Vegas       1 p.m.  Anchorage
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NOTE: Indiana observes Daylight Savings Time starting 2006
United States time zones are nine standard time zones covering the states and possessions of the United States, used in conjunction with state and national legislation regarding the use of Daylight Saving Time. 

Daylight saving time (also called DST, or summer time) is the portion of the year in which a region's local time is advanced by (usually) one hour from its official standard time. It is most common in temperate regions.

"Daylight saving time" is a system intended to "save" daylight, as opposed to "wasting" time. The official time is adjusted forward during the spring and summer months, so that the active hours of work and school will better match the hours of daylight.

Zones used in the contiguous USA
· From east to west, these zones are:

· Eastern Standard Time (EST; GMT−5; Zone R), which comprises roughly the states on the Atlantic coast plus some other areas away from both the Gulf of Mexico and the Mississippi River.

· Central Standard Time (CST; GMT−6; Zone S), which comprises roughly the states on the Mississippi River plus nearly a full state further west.

· Mountain Standard Time (MST; GMT−7; Zone T), which comprises roughly the states that include the Continental Divide and Rocky Mountains plus much of the Great Basin and the watershed of the Colorado River.

· Pacific Standard Time (PST; GMT−8; Zone U), which comprises roughly the states on the Pacific coast, plus Nevada.

· Zones used in states beyond the contiguous USA
· Alaska Standard Time (AKST; GMT−9; Zone V), which comprises most of the state of Alaska.

· Hawaii-Aleutian Standard Time (or unofficially Hawaii Standard Time) (HST; GMT−10; zone W), which includes Hawaii and most of the length of the Aleutian Islands chain (west of 169°30'W).

Zones outside the United States:
· Atlantic Standard Time (AST, GMT−4, Zone Q), which comprises Puerto Rico and the U.S. Virgin Islands.

· Samoa Standard Time (GMT−11, Zone X), which comprises American Samoa.

· Chamorro Standard Time (GMT+10, Zone K), which comprises Guam and the Northern Mariana Islands.
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