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Volunteer Job Description

Position:


Receptionist 

Reporting To:

Office Administrator
Commitment:         

1 day per week (Mon-Fri)
1:00 pm – 4:30 pm
Responsibilities:

· To answer the phones, direct calls, check messages
· To answer general questions and provide information about the Agency
· To greet all incoming clients and visitors
· To ensure all clients and visitors are signed in
· To arrange transportation for school and outreach programs
· To update school attendance binders
· Other duties as may be required

Suitability/Qualifications:
· Ability to work cooperatively with others

· Good organizational skills

· Good computer skills

· Non-judgmental, positive, caring attitude 

· Pleasant telephone manner

· Ability to maintain confidentiality

Prerequisites:

· Interview with Volunteer Coordinator
· Candidate to provide two references

· Police Screening

· TB Test

· Confidentiality Quiz and Form completed

