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Job Description: This is for a receptionist position in a music school. The job would entail the following duties. There is room for advancement for the right person.
· Scheduling
· Inventory of product
· Good client relation
· Telephone skills
· Keeping school clean and presentable

Name: ______________________________________________________________________________
Date of Birth: ___________________________________
Address: ____________________________________________________________________________
Home Phone: _________________________    Cell Phone: ________________________________
Email: __________________________________________
Available Start Date: ____________________________
Desired Pay: ____________________________________
Available Hours: ____________________________________________________________________
(Our hours of operation are Mon-Fri 3-8pm and Sat Noon-5pm)

Do you have managerial skills? ______________________________________________________
Do you have any knowledge of music? ______________________________________________
Last Three Jobs: ______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
High School (name and   town): _______________________________________________________                                             
Please fill form out and mail, or email to addresses at top of sheet
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