SCHOOL DISTRICT
@@ Believing. Achieving. Excelling.

FRONT DESK OPERATIONS

7:00 am (During the summer) 8:00 am (During the school
year) - Turn the lights on (there are two light switches, one right

o Lockdown
next to the front door and the other is right next to the front desk. Magnet
We do not use the light switch next to the corkboard, the light is “ForFasterand
far too bright.), open the blinds by using the tilt wand, open the i ik
front door (the door stays locked, but put “The Lockdown Magnet” o
over the door latch. That way visitors can still come in, but in case
of an emergency, the magnet can be removed and the door is

automatically locked.)

After “Opening” Front Office -

Log into the computer with the front desk login.
Login: frontdesk

Password: Bdofd2018

Check the voicemails.

-Press the voicemail button (looks like an envelope and should be labeled).
-Input voicemail pin 654321#

-After the greeting plays, press 1 to listen to voicemails if any. (Use a notepad to write
down who called, why they were calling, who they were trying to reach, their callback
number, and when the message was received.

What to do with the voicemails.

If they were any voicemails, open up http://www.gmail.com, login into gmail with the
front desk login listed above *. Send an email to anyone who received a voicemail, with
the information you wrote down. Their email would be
lastname.firsthame@mybradford.us



http://www.gmail.com/
mailto:lastname.firstname@mybradford.us

For example:

I3 Front Desk Voicemail - i X ¥

ERCETTTIR . e =

} & Secure !hﬂp mail.google.com/mail/u/0/#sent/163d655ac3d78174

i a @l B
(el a
<—-Title of the email &

Inbox

Linton, Megan <linton.megan@mybradford us> 2:22 PM (1 hour ago) - ¥
Starred to Dana [~
Sent Mail Stepped out of the office for a moment, received a voicemail for you while | was out
Drafts Cheryl Williams (Sounded like, she was talking super fast)

352-278-3540
Trash Called in regards to obtaining the BHS and BMS gym for a tournament in August. She is apart of coencerned citizens and spoke to Jimmy Hankerson about obtaining the

space and he referred her to you.
More > Called on 6/6/18 at 1:57 pm.
) Megan - g . ; T

% How the voicemail needs to be written in the
- G ere to Reply or F email.
@ Using 0.06 GB Program Policies Last account activity: 38 minutes ago

Details

Pawered by Google”

Throughout the Day -

1. Answer the phones
-Standard greeting “Good morning/afternoon, Welcome to Bradford County Schools,
this is , how may | help you?”

(Phone guide/cheat sheet on separate document).

2. Respond to emails

-If response is needed immediately or that day, try to assist the best as possible.

-If response is not needed in a urgent manner and can wait, respond “The IT
Administrative Secretary is currently out of the office but she will respond in a timely
manner upon return.”

3. Sign In Visitors

-Ask for ID when signing in visitors. We use what is called the “Raptor” system. The
Raptor system scans a visitor’s driver’s license and performs a background check on
the visitor through the system. There will be a login for the front desk to use the Raptor
system. Check with IT Director about Raptor login credentials.




If everything comes out normal, it will e

have you input where the visitor will be
going to on campus. After inputting the
destination, click on the “submit & print”’
button. The label printer on the desk will
print out a visitor badge.

VISITOR

06/06/18 8:31 AM

Megan Linton

Main Office

k)

B

radford County Board Of Education

. BTy

Ul

OFFENDER

VISITOR
__.; P ey

o i IF_the background check picks up an ALERT,
e Nane - M— M e the Raptor screen will start flashing red, the alert

In case of an

emergency
(a
dangerous
situation)

click on the
emergency

button on the
top of the
screen in the
Raptor screen.

Gender:
Eye Color:
Race:

Hair Color:
Height:
Weight

Streat:
State:
Zip

Offender Stats Regisiry: FL

Click for mors information.
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This is the Emergency
button that you click
on ONLY ina
dangerous situation
and immediate help is
needed!



4. Various tasks assigned by IT Director.
-Mrs. Leto may have some tasks she needs assistance with. Do not hesitate to ask if
help is needed when there is “down time.”

» Lock this computer

12:00 pm to 12:30 pm (Lunch) -

At about 11:55 am, lock the computer (by
pressing ctrl, alt, delete and clicking on the lock
computer option), put the “The Front Desk
¢ Start Task Manager Receptionist is currently out of the office” sign
(that is on the back of the door) onto the front of
the door, move the “Lockdown Magnet” up (so
the door can properly latch).

o Log off

o Change a password..,

Cancel

12:30 pm - 5 pm (Summer) 4 pm (During the
School Year)

At 12:30 pm re-open the front desk. Take the
“The Front Desk Receptionist is currently out of g‘@‘

the office” sign down and placed back onto the e
back of the door, move “The Lockdown Magnet”
back over the latch (so visitors can come in and
out again), re-login into the computer with the
front desk login, check voicemails (if any write S ———————

the messages down and email the proper & ‘g
people), and check the front desk emails.

The Front Desk Receptionist is currently
out of the office.

Throughout the Day tasks continued.
1. Answer the phone.
2. Respond to emails.
3. Sign in visitors.
4. Various tasks assigned by IT Director.

5 pm (Summer) 4 pm (During the School Year)

Log off of the computer (by pressing ctrl, alt, delete again but this time select Log Off),
close the blinds with the tilt wand, move “The Lockdown Magnet” up (so the door can
properly latch into the locked position), and turn off the lights.




