St. James Family Center

Receptionist
Job Description

Purpose:  To assist the Executive Director in the day to day operations of St. James Family Center by providing secretarial and clerical assistance.

Key Responsibilities: 
· Provide support for the Executive Director.

· Provide prompt secretarial service in the preparation of correspondence, memos, or reports, using correct format, punctuation and proper English. Use and maintain office equipment.
· Answer telephones and direct calls as necessary.

· Greet people as they walk into the Family Center.

· Take payments/write receipts.

· Purchase and maintain all computer equipment and peripherals
· Assign and maintain internet and intranet accounts

· Attend all staff meetings, take notes and transcribe for the “Staff Meeting Minutes” book.

· Maintain supply of enrollment forms and packets.

· Produce and distribute a yearly “Parent’s Handbook”.

· Maintain and update Staff Handbook, Emergency Manual, New Employee Packets, Employment Applications, and New Board Member packets.
· Child and Adult Care Food Program (CACFP)  Responsibilities:

· Oversee study month process and keep records
· Daily meal tracking

· Review and renew yearly contract

· Provide staff training on CACFP policies and procedures

· Monthly billing of CACFP program
· Attend yearly training
· Keep donation records.
· Keep donor thank you cards supplied to Board member.
· Deposits prepared and taken to the bank as required.

· Order office supplies.

· Inventory control.

· File and update personnel records.
· Pick up mail and distribute.

· Maintain tidiness/organization of staff room and downstairs supply cabinet.

· Filing and setting up files.
· Supervise Volunteers.

· Coordinate with Maintenance to maintain upkeep of physical plant.

· Maintain warranty files.

· Maintain and supply daily sign in/out sheets

· Add new clients to the Procare system and assign log in numbers.

· Track first aid, food handler’s permits, driver’s licenses and background checks.

· Maintain bus mileage sheets.

· Track volunteer hours and report to fiscal officer.

· Type all Board Meeting minutes and distribute to board members along with monthly agenda.

· Prepare and distribute quarterly donor newsletter.

· Maintain postage permit/stamp supply.

· Maintain workplace Labor & Industries posters.

· Run child care benefit report each month with a copy to fiscal officer.

· Run donation reports monthly for fiscal officer.

· Distribute Certificates of Insurance to necessary entities.

· Check all deliveries and mark packing slips prior to turning over to fiscal officer.

· Set up new employee files.

· Supervise janitor and bus driver. 

· Maintain Community Kitchen/Gym Rentals.

· Maintain Memorial Board.

· Other duties as assigned.

Reporting Relationship:


Reports directly to the Executive Director.
Qualifications:

1. AA in related field, knowledge of Microsoft Office programs.

2. Valid CPR/First Aid card.

3. Evidence of sufficient maturity and judgment to handle crisis situations and to use supervision constructively.
4. Ability to deal effectively with our children, families, co-workers and the public.

5. Tact, discretion and good judgment.

6. Good spelling, grammar and punctuation.

7. Ability to handle detailed work.

8. Ability to speak distinctly and to communicate verbally.
9. Valid Washington State driver’s license and insurance.

10. Blood borne pathogens class.
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