Riverfront, Inc.

Volunteer Job Description

Karen Carter, Volunteer Coordinator, 608-784-9450 ext 248

Karen.carter@riverfrontinc.org
Volunteer Job Title:  Receptionist Support
Purpose of the Position:  To assist the receptionist during business hours
Qualifications:
· Excellent verbal and listening communications skills

· Ability to work independently or with limited supervision
· Flexibility in work hours and positive teamwork attitude

· Availability between the hours of 8:00 AM and 3:00 PM, especially 11:30 -1:00

· Ability to answer phones and transfer calls

· Willing to receive specialized training as needed

· Familiarity with computer programs—Word and Excel
Location for Activity:  Front desk and Plant
Days and Hours:  Tuesday and Thursday
Job Functions:
1. Greet and assist visitors 
2. Answer phones and transfer calls as needed

3. Take accurate messages
4. Establish and maintain a positive welcoming environment

5. Clerical duties:  filing, computer data, collation, etc.

Physical/Sensory/Cognitive Requirements

Majority of the time is spent sitting at a desk.  Speak to vendors, participants, visitors and staff.  Ability to communicate with persons with diverse communication styles and skills is required.  Mobility around the office setting is required.  Use hearing, near vision and regular use of fine motor skills.
