Front Desk

Job Description

The Front Desk position provides an environment where members and

customers are treated in a friendly and helpful way. Usually works

unsupervised and must be able to make independent decisions within

YWCA guidelines. This position is a substitute position for other front

desk staff. Set hours are Tuesday from 2 pm-8:15 pm and Thursday

from 2 pm to 8:30 pm. Depending on need, additional hours and

schedules will be offered.

Responsibilities:

Customer Relations

Promotes the YWCA to the public, providing information on
programs and services, both at the Front

Desk and on the telephone.

Must maintain a friendly, approachable manner to the public and
project a professional image.

Record Keeping

Must keep accurate payment records in recording receipts,
including memberships, program sign-ups

and payment sheets. Verifies memberships.

Accountable for cash drawer balancing when opening and
closing.

General Office

Must have a basic working knowledge of all YWCA programs.
Assigned tasks including copying, filing, telephone calling and
computer data entry.

Directions may come from other management staff.

Maintain a neat and orderly work area and lobby.

Building/Security

Responsible for setting the security system when opening and
closing the building.

Responsible for key box and handing out and retrieving keys.
Must assist in emergency situations, overseeing building
evacuations for fire/security alarms and notifying management
staff.
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Child care Benefit:

The YWCA subsidizes 25% of
child care costs for children
enrolled in YWCA childcare
programs. *

Health and Wellness Benefits:

Employees can attend one class
per day or work out in the
weight room. This includes
specialty classes.

Paid Time:

32 hours of personal time
Accrue 3.69 hours per paycheck
for sick leave and vacation. Paid
holidays. *

Health Insurance:
The YWCA contributes to each
employee’s plan. *

Retirement:

Available to employees working two
years with the agency. YWCA Cortland
along with YWCA Retirement Fund
contributes an average of 3-5%
annually regardless of employee
contributions. Contribution elections
are reviewed on an annual basis. *

Work Environment:

The YWCA embraces a family-friendly
and flexible work environment.

Employee Assistance Program
EAP):

Many benefits are available including
professional development, counseling,
family planning, discounts, and
unlimited resources accessible to each
employee and anyone living in their
household.

*Benefits are for full-time positions
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Qualifications:
Education - High School Diploma.
Experience - Some business, customer service, or work experience.

Familiarity with computers is necessary. Windows Professional Office
desired.

Working Conditions:
Front line office conditions, noisy at times. Works lunch hours, evenings

and weekends as scheduled.

Reports to:
Office Manager



