[bookmark: _GoBack]Part time Receptionist

Job description:  
1. Answer a busy multi-line phone system for a local non-profit, assess caller’s needs and transfer calls appropriately or refer to other agencies for help. 
2. Greet visitors and program participants coming for appointments.
3. Perform computer tasks using Microsoft Word and Excel.
4. Perform clerical and other tasks as needed.

Job requirements:
1. Ability to multi-task while answering phones.  
2. Working knowledge of Microsoft Outlook, Word and Excel.
3. Good keyboarding skills.
4. Ability to be discreet and sympathetic to callers.
5. Must be personable with good verbal and written communication skills.
6. Ability to work with many personality types 
7. Ability to cope with stress in an effective manner.


Send resume for consideration.

By email:     	janet@thecec.org
By fax:		817-281-1879 Attention:  Janet
By mail:		Community Enrichment Center
		6250 NE Loop 820
		North Richland Hills, TX   76180
		



