Ministry: Center for Hope Food Pantry
Job Title: Recep:onist
Pipeline Level: Team Member
Reports to: Distribu:on Events Team Leader

Purpose Statement:
The Recep:onist greets, validates appointments, conﬁrms Greece residency and
directs guests to their appointments. The recep:onist also assists repeat guests in
scheduling their next monthly appointment(s).
Responsibili3es:
* Greet/welcome guests as they arrive with a warm and welcoming smile and
demeanor.
* Answer all phone calls in a courteous and :mely manner and direct/handle as
required.
* Conﬁrm and validate all guest appointments.
* Assist guests in scheduling their next monthly appointment(s).
* Assist with any special requests/needs of guests.
* Update guest data in computer data base as required.
* Handle incoming and outgoing mail as required.

Time Investment:
Approximately 5/6 hours per shiR.

Commitment:
One (1) year.
Prerequisites:
* Center for Hope Orienta:on
* Strong customer service, verbal and interpersonal skills
* Posi:ve outgoing aWtude and work ethic
* Friendly
* Professionalism
* Intermediate computer skills
* Strong Organiza:on Skills
* Handling all special requests as required.
Competency Training:
* Recep:onist Training
* Knowledge of the Center for Hope Ministry goals and objec:ves
* Must be able to receive construc:ve feedback
* Must be able to confront rela:onal challenges in a Biblical manner
* Par:cipa:on in prayer for the Center for Hope

Physical Demands:
* SiWng for extended periods.
* Bending, stooping, reaching and stretching
* LiRing and/or pushing up to 25 pounds.
* Seeing, hearing, reading, wri:ng and speaking.

Acknowledgement:
This is not necessarily a complete list of all responsibili:es, du:es, requirements,
eﬀorts or working condi:ons associated with this posi:on. While this is intended
to be an accurate reﬂec:on of this posi:on, the Center for Hope reserves the right
to revise this job descrip:on or to require that other or diﬀerent tasks be
performed as required.
I have read and understand the above job descrip:on and agree to work in
regards to it.

_______________

_________

Signature

Date

