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Roudenbush Community Center Job Description 

 

Position Title: Front Desk Evening and Weekend Coordinator  

Reports to: Community Education Director  

Summary: 

We are looking for a coordinator to manage our main office some evenings and 
every weekend to perform a variety of administrative and clerical tasks.   

This position will be the first point of contact for our facility. Duties include: 
offering administrative support across the organization, Microsoft office 
knowledge. You will welcome guests and greet people who visit our location. You 
will also coordinate front desk activities, including distributing correspondence 
and redirecting phone calls, set up and breakdown of tables and chairs based on 
schedule of events. 

To be successful as a front desk coordinator, you should be outgoing, friendly, 
independent, self-motivated and flexible. This is also a customer service role.  You 
should be able to deal with emergencies in a timely and effective manner.  
Multitasking and stress management skills are essential for this position. 
Flexibility is a necessity. 

Responsibilities: 

 -Greet and welcome guests as soon as they arrive  

 -Direct visitors to appropriate classroom or office 

 -Answer, screen and forward incoming calls 

 -Ensure reception area is tidy and presentable 

 -Provide basic and accurate information in-person and via phone/email 

 -Maintain office security by following safety procedures and controlling  

 access via the reception desk. 
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 -Opening and or closing the building 

 -light administrative assistance (stuff envelopes, internet research etc) 

Qualifications:  

 -Successful CORI check 

 - Excellent verbal and written communication skills 

 - Time management skills to prioritize and complete a side variety of 

 task throughout the working shift 

 -Patience and listening skills 

 -Interpersonal skills to create a pleasant experience for all  

 Customers 

 -Schedule must be flexible 

Physical requirements:  Lifting up to 25-30 pounds.  May on occasion lift or move 
up to 75 pounds. Ability to hear, walk, sit, bend, reach, grasp, occasional stoop, 
crawl or crouch.  Must be able to access all building levels. Use of telephone, copy 
and other standard office machines. 

 

The duties listed above are intended only as an illustration of the various types of work that may 
be performed. The omission of a specific statement of duties does not exclude them from the 
position if the work is similar, related or a logical assignment to the position.  This position 
description does not constitute an employee agreement between the Center and the employee 
and is subject to change by the Center, as the needs of the job may require. 

 

 

 

 


