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JOB ANNOUNCEMENT

Bill Wilson Center is a nationally and regionally recognized leader for providing services to at-risk youth and families. Our agency -- from our executive team to our line staff -- is committed to improving the lives and conditions of the people we serve.  We provide direct services to more than 3,500 children, youth, young adults and families in Santa Clara County. BWC provides services that meet the cultural and linguistic needs of our whole community. We value our unique ethnic diversity as well as the LGBTQ community and non-able body community. Join us and become a difference maker at Bill Wilson Center!  Find out more at http://www.billwilsoncenter.org/bwc_jobs/
Receptionist – 3490 Front Desk
The Receptionist reports to the Chief Community Resources Officer and is responsible for all reception desk duties, greeting clients and visitors, performing administrative tasks, data entry, room scheduling, working with staff and volunteers and assisting with various projects at Bill Wilson Center’s Main Office.

ESSENTIAL DUTIES AND RESPONSIBILITIES:   

· RECEPTION DESK:  Responsible for answering all calls in a professional and timely manner and ensuring that calls are routed to the appropriate staff, program or department.

· OPENING:  Responsible for opening the front desk office at 8:00 a.m. Monday – Friday.
· VISITORS:  Provide and promote a welcoming and tidy front desk and lobby atmosphere.  Conduct preliminary assessment of visitors/callers needs (services, information, donations) and refer to appropriate staff/program/department.  Use appropriate boundaries with clients.

· MAIL/MAIL SUPPLIES:  Accurate and timely processing of incoming mail.  Order Postage and postage meter supplies for 3490 and assist staff with postage meter needs or projects as needed.  Ensure packages delivered to the front desk area are appropriately distributed in a timely fashion.  

· ROOM SCHEDULING/ROOMS:  Responsible for all room scheduling for 3490 building.  Provide support to Administrative Services team when assistance is needed with room scheduling.  Assist with clarifying and correcting room conflicts in a timely manner.  Print and post daily room schedule at front desk and intern area and maintain updated.  

· DATA ENTRY:  Responsible for data entry of processed client fees using proper procedure and meeting required deadlines.  Other data entry as assigned.

· IN-KIND DONATIONS:  Process in-kind donations and provide receipts to donors.  Inform Community Resources team of donation and assist with any sorting required.  Assist with contacting programs to pick up donations.

· DONOR RELATIONS:  Assist with packaging and mailing of donor Thank You letters and other projects as requested.

· PAYROLL:  Provide pay checks to staff that pick up at reception desk and make sure they sign the payroll register list.  Ensure the Finances Department receives checks back if more than 4 accumulate for any staff member.

· CLIENTS:  Make client and group files, maintain client filing system, greet clients and collect fees, reconcile fees twice per week, reports as required and other duties as required.

· CLOSING:  Responsible for safely and securely closing the front desk area and building each night.  Building closes at 6 pm Monday – Thursday and 5 p.m. on Friday.
· Process recruiting resumes. 
· Ensure that site is clean and neat and report any maintenance or safety issues to the Facilities Manager immediately.

· Regular attendance and punctuality is a requirement of the position.
· Participate in agency Program Quality Improvement activities and initiatives
· Participate in agency Safety initiatives and proactively report safety issues to management immediately
· Other duties as assigned.
QUALIFICATIONS:


To perform this job successfully, an individual must be able to perform all essential duties and responsibilities satisfactorily.  High School Diploma or equivalent plus two or more years of administrative, clerical, receptionist or related work experience.  Must be able to work in a high-paced, team environment where multi-tasking is required.  Excellent computer, communication, organizational and data entry skills required.  Professional demeanor and appearance required.  Experience working with culturally diverse staff, youth and families required.  Driving is a requirement of the job (valid California driver's license with access to a personal vehicle that can be used for company business and current personal automobile insurance).  Fingerprinting/background check as required by the Department of Justice and/or Title XXII regulations.  Bilingual (English/Spanish) communication REQUIRED. Required to be fully vaccinated with booster against COVID-19 (if eligible or agree to receive booster at the time of eligibility)
SALARY RANGE:
$23.00 per hour, 100% employer paid Medical, Dental, Vision, Life Insurance, LTD and Employee Assistance Program.  Retirement Plan with discretionary Employer Contribution.  Generous PTO plan, 13 paid Holidays.  And much more!

For consideration, please submit cover letter and resume (reference the position name in the subject line and/or cover letter) to:

BILL WILSON CENTER

ATTN: Resumes
FAX: (408) 244-4022

Email:  resumes@billwilsoncenter.org
EEO: 

Bill Wilson Center is an Equal Opportunity/Affirmative Action employer committed to building a team that represents the racial, ethnic and linguistic needs of our community.  People of color, women, persons with disabilities, and persons who are LGBTQ are strongly encouraged to apply.
This position description intends to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to include all duties and responsibilities.  Because of a need to remain responsive to the needs of our clients and BWC’s operations, responsibilities may be modified at any time.
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