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Receptionist
Hope House is seeking a courteous, organized, and adaptable professional to join our team as a full-time Receptionist. This role serves as the primary front-line representative for Hope House’s Independence campus and business phone line and plays an important role in supporting both agency operations and client services.

· Hope House – Independence (On-Site)
· Full-Time, Non-Exempt, Hourly
· Starting Rate of Pay: $18.80/hour
· Schedule: 40 hours per week, Monday – Friday business hours.

POSITION SUMMARY
The Receptionist is responsible for welcoming visitors, managing incoming calls, and helping to maintain a safe and organized entry point for the agency. In addition, the Receptionist supports several Hope House programs through accurate data entry, administrative coordination, and logistical support for client resource initiatives. 

KEY RESPONSIBILITIES
· Greet visitors, clients, donors, and community members and monitor access to the campus.
· Answer the administrative telephone line and route calls to the appropriate party.
· Provide accurate and helpful information to callers and visitors when appropriate.
· Assist with logistical coordination of client resource initiatives such as the outreach food pantry, clothing closet, dental clinic, food baskets, holiday store, and other efforts.
· Assist programs with data entry tasks related to services documentation, reporting, and grant requirements. 
· Receive and document donations delivered to the Independence campus.
· Pick up incoming mail from the post office, distribute mail to staff, and deliver outgoing mail.
· Coordinate agency-wide office supply orders.
· Coordinate scheduling of conference rooms and assist with meeting preparations.

MINIMUM QUALIFICATIONS 

· High school diploma or equivalent
· Prior customer service experience
· Proficiency with computer systems and data entry

WORK ENVIRONMENT
This position is on-site at our Independence campus. Work is performed in an office setting with repeated computer and phone use. This role will involve direct interaction with clients who are on campus for appointments. 

This position requires daily travel to the post office and may occasionally travel between Hope House locations. 

Hope House prohibits discrimination and is committed to equal employment opportunities for all qualified applicants and employees. 
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