
HCD DANCE DEPARTMENT RECEPTIONIST JOB DESCRIPTION 

The Hartt School Community Division (HCD) seeks an energetic, friendly, and hard-working customer 
service professional to join our part-time reception team. A division of the University of Hartford, HCD 
provides music and dance instruction to over 2,800 students in the Greater Hartford area each year. The 
mission of HCD is to enrich lives through innovative and unparalleled performing arts education. 

This position serves as the initial point of contact for all customers and faculty members at our dance 
location at the Handel Performing Arts Center, University of Hartford. This individual answers a wide 
range of questions regarding programs, registration, facilities, billing, and initiates necessary action or 
procedures to resolve issues.  

Responsibilities: 

• Provides excellent customer service via phone, email, and in person. 
• Processes customer payments and regularly handles cash, checks, and credit card information.  
• Provides prompt and accurate program information to customers. 
• Assists in administrative tasks including filing, mailings, and maintaining student records. 
• Additional administrative duties as assigned by supervisor. 

 
Requirements: 

• Flexibility in scheduling - 10-30 hours per week, available hours 3:00-9:00PM Monday through Friday, 
8:30am-12:30pm Saturdays  

• Fluency with technology 
• A positive, can-do attitude 
• Knowledge of or background in dance preferred but not required 
• High School diploma required; college degree or some college preferred. 

Please provide a resume and cover letter to apply. 

Please send your resume and cover letter to Jillian Cote, HCD Director of Dance Administration, at 
jicote@hartford.edu. We accept resumes and cover letters for the receptionist position at any time. We 
may or may not have openings for this position depending on our staffing needs, so we encourage you 
to submit your materials if you are interested. We will confirm receipt of your materials and, should we 
not have immediate openings, keep them on file until we need staff, at which point we will review them 
and invite you for an interview if possible. 
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