[image: C:\Users\nambak\Desktop\naya letterhead.JPG]
NAYA Family Center │ Position Description: On Call Community Reception Coordinator

The Mission of NAYA Family Center is “…to enhance the diverse strengths of our youth and families in partnership with the community through cultural identity and education”.  
Position Description

	Position:
	[bookmark: _Int_IOSXoBx0]Community Reception Coordinator (on-call)

	Department/Program:
	Office of the Chief Operating Officer (COO); Operations

	Compensation:
	$25.00 hourly

	Benefits:
	Not eligible for benefits except those mandated by law, e.g. Oregon Sick Time and Paid Leave Oregon

	Employment Status:
	On Call, Part-Time, Non-Exempt

	Hours:
	[bookmark: _Int_BRjm2S7A]Intermittent/on-call. Evenings and occasional weekends, as needed. 

	Supervision:
	This role has no supervisory responsibilities

	Reports To:
	Community Reception Manager

	Job Location:
	Portland, OR

	Created/Revised:
	August 2026



Position Description: 
[bookmark: _Int_vwZehi2Y][bookmark: _Int_7XsKcL7I]The Community Reception Coordinator (on-call) supports planned and unexpected absences in NAYA’s front office. When called in, this position will provide support to staff and maintain efficient and quality community service in the main office. In keeping with NAYA’s values, the Community Reception Coordinator (on-call) will create a welcoming environment for visitors, representing NAYA positively while clearly communicating accurate information on activities and services that support the mission of the organization. 

Essential Functions:
· Provide a warm, respectful welcome to staff, clients, and visitors 
· Represent NAYA positively and accurately when interacting with community members and visitors, ensuring that they are directed to staff members in a timely and effective manner
· Field incoming calls on multi-line telephone with high call volume with ease and professionalism, especially when interacting with individuals in distress or crisis
· Provide excellent customer service and effective communication to the community and staff via telephone, electronic mail, and face-to-face interactions
· Monitor and assist with conference room reservations 
· Process outgoing and incoming mail and packages
· Maintain of various logs and records, like the vehicle check out log
· Have a clear and demonstrated understanding of organizational safety procedures 
Other duties as assigned by the Community Reception Manager
· Additional NAYA Family Center Duties:
· Understand and adhere to confidentiality
· Represent NAYA with the utmost professionalism at community events and other public relations opportunities
· Work as an active member of the team, participating in cross-departmental projects as needed
· Foster a safe, secure, and inclusive environment for community members and staff


Qualifications:
Education & Training:
· [bookmark: _Int_tPMcTcma]High School Diploma or equivalent required, Associate’s degree preferred
· Knowledge of Native American history, an understanding of the diversity of the local American Indian/Alaskan Native community and issues surrounding the Urban Indian experience required
· Knowledge of local community resources, emergency services, and social service agencies, especially with low-income and ethnic minority clientele

Certifications/Credentials:
· Certification (or ability to certify) and ability to maintain certification in Cardiopulmonary Resuscitation
        (CPR), 1st Aid, Automatic External Defibrillator (AED), and Non-Violent Crisis Prevention. 

Experience:
· Experience working within diverse populations (specifically with the urban and reservation Native American population, including working within a tribe, board, or other organization) strongly preferred
· Three years’ demonstrated experience with customer service, administrative office work, and managing phone lines
· Demonstrated skills in communication and relationship building preferred
Skills:
· Ability to navigate different people and situations appropriately, including effective communication with people from diverse backgrounds
· Excellent communication skills, active listening, verbal and written, including public presentation skills
· Excellent interpersonal, written communication, and organizational skills
· Dependable, punctual, and responsible
· Proficient computer skills including:
· Web-based research
· Word Processing
· MS Excel
· Database use
· Email

[bookmark: _Hlk135691499]Work Environment: 95% office/classroom, 5% outside office including travel time. NAYA employees are expected to work on site. 

Physical Requirements: 
· [bookmark: _Hlk48215556]The employee is required to stand; walk; sit; use hands to finger, handle, or feel objects, tools or controls; reach with hands and arms; climb stairs; balance; stoop, kneel, crouch or crawl; talk or hear; taste or smell.
· The employee may be required to sit for extended periods of time.
· [bookmark: _Hlk48215665]The employee must occasionally lift and/or move up to 30 pounds.
· [bookmark: _Hlk48215620]Specific vision abilities required by the job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.
· Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Equipment Used: Computer, phone, fax, copy machine.
Safety Considerations: Some travel may be required.

Other Requirements: 
1. Valid Oregon or Washington State Driver License or must be able to obtain one upon hire (must be eligible to be an insured driver under NAYA Family Center’s liability insurance policy which requires an Oregon or Washington driver’s license)
2. [bookmark: _Hlk48216180][bookmark: _Hlk48215846][bookmark: _Hlk82172401]Successful completion of a background investigation (including a fingerprint criminal history check; see here for more information) 

[bookmark: _Hlk82172446]Application Procedures:  
Interested candidates should submit: 
1. A Cover Letter addressing your qualifications for the position and why you are interested in joining the NAYA Family Center team 
2. A current Resume 

Note: Candidates selected for a job offer will be asked to complete a NAYA application, if they haven’t already

[bookmark: _Int_UM5X6lRi]Attention: Incomplete applications will not be considered. Electronically submitted applications are preferred.  Due to the sheer number applicants, only those applicants selected for an interview will be contacted. Please respect our no-phone calls policy. This job description does not constitute an employment agreement and is subject to change by the employer due to changes in grants and funding sources.

Please submit application materials via the links on our website or send application materials to:
Attn:  Human Resources
Native American Youth and Family Center
5135 NE Columbia Boulevard
Portland, OR 97218
Fax: (503) 288-1260
E-mail: jobs@nayapdx.org
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