1)  Example of Large ad

The (insert HD name) Health Department is accepting applications for a (FT/PT) Telephone Operator/Receptionist.
General Duties include:  This position serves under moderate direction of the Administrative Support. Supervisor Responsibilities for this position include, but are not limited to; Operate a centralized telephone switchboard system, make connections for incoming and long-distance telephone calls.  Provide general and non-technical information in response to questions from the public.  May serve as receptionist in greeting patients, clients and visitors.  Maintain log of calls, maintain current directory listings and records to provide accurate information to the public.  Perform light typing, clinical duties and filing, such as typing employee listings and may enter appointments on automated system.
Minimum Education, Training or Experience:  High School Diploma or GED.  
Starting Salary:  $7.25 – $8.76/hr negotiable with additional experience.  Grade 5
Applications may be obtained at the (insert HD name) Health Department, (insert HD address and phone) or http://chfs.ky.gov/dph/lhdapp.htm  

Completed application and transcript must be returned by close of business (insert date) to (insert HD name).
Resume will not substitute for completed application. 

Equal Opportunity Employer
Applicants and employees in this classification may be required to submit to a drug screening test and background check.

2)  Example of smaller ad to reference website

The (insert HD name) Health Department is accepting applications for a (FT/PT) Telephone Operator/Receptionist.
Starting Salary:  $7.25 - $8.76/hr negotiable with additional experience.  Grade 5
Applications and full listing of qualifications may be obtained at the (insert HD name) County Health Department, (insert HD address and phone) OR online at http://chfs.ky.gov/dph/LHD.htm  
Completed application and transcript must be returned by close of business (insert date) to (insert HD name).
Resume will not substitute for completed application. 
Equal Opportunity Employer

Applicants and employees in this classification may be required to submit to a drug screening test and background check.

