Evansville Christian Life Center, Inc.

Job Description

Position:  
Receptionist/Administrative Assistant

Reports to:
Director of Administration 

FLSA Status:  Non-Exempt

Directly Supervises:  N/A

Narrative Descriptions:  Position is responsible for the first impression that individuals experience either by the telephone or in person.  All inquiries are handled in a courteous, professional manner.  The position is also responsible for various administrative tasks assigned by the Director of Administration.
Purpose:  This position manages the daily responsibilities of an Evansville Christian Life Center receptionist while performing various assigned administrative tasks.  
Responsibilities:  This individual greets and directs inquiries in a professional, courteous manner whether over the phone or in person.  The receptionist must be able to actively listen before directing inquiries.  This position requires the ability to multi-task while maintaining a professional composure.

This position requires awareness of surroundings at all times.
Qualifications and Skills:  High School diploma or GED required; additional applicable education, training and/or experience with MS Excel, Word, Powerpoint and Quickbooks.  

This position will, in addition to basic business and people skills, require additional skills such as the ability to:   be a team player; well-organized; multi-task; self-directed; high ethical standards; appropriate professional image; outstanding communicator both orally and in writing; relate comfortably with persons from all backgrounds;  exercise sound judgment; detail oriented.
This individual must possess an element of maturity with sufficient life experience.

Physical Demands:

While performing the duties of this job, the employee is regularly required to sit, use hands to finger, handle, or feel; reach with hands and arms, and talk or hear.  The employee is occasionally required to stand, walk, climb or balance; and stoop, kneel, or crouch.  The employee must occasionally lift and/or move up to 50 pounds.  Also, the Receptionist must be able to combat frustration and personal or work stress without allowing it to interfere with the relationship with clients and others.

Special Notation:

To perform this job successfully, an individual must have accepted CHRIST as their personal savior, be an active member of an evangelical (Bible believing) church, and be able to carry out each of the major duties satisfactorily.  The following requirements are representative of the knowledge, skill, and/or ability required
Disclaimer: 

This job description is not all-inclusive, and employees may perform other reasonably-related business responsibilities or duties as assigned by the Evansville Christian Life Center Leadership Team.  This organization reserves the right to revise or change position duties as needed.  This job description does not constitute a written or implied contract of employment.

Consent/Acceptance Clause:

I have read and understand the above-mentioned qualifications and requirements for this job position.  I meet or exceed the qualifications outlined in this job description.  I am willing to carry out these specifications according to the Evansville Christian Life Center policies and procedures.

___________________________________                        __________________________

Employee Signature                                                              Date

