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INNER CITY CHRISTIAN FEDERATION 
Job Description 

 
Job Title:  Receptionist II 
Department:  Administration 

Reports To:  Executive Assistant 
FLSA Status:  Non-Exempt, Part-time 
Prepared By:  Executive Assistant 
Prepared Date: June 8, 2017 

Approved Date:   
  
SUMMARY   
Creates a welcoming environment and provides prompt and courteous response to all who enter the lobby or call 
the front desk.  Insures that guests are directed to the correct conference room or hall. Provides general support 
to all departments, lessees who occupy offices and the planner of any private events. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned. 
 
Follow Standard Operating Procedures (SOP) for opening and closing the building. 
 
Compile calls from general voicemail box and forward all messages according to SOP. 
 
Restock ICCF information display as needed. 
 
Greet and welcome all persons that enter the lobby, including staff, vendors, caterers, contractors, gallery guests. 
 
Call teammate extension to announce scheduled guests to appropriate staff member.  
 
Record and report safety concerns, conflicts, suspicious individuals or other people problems or injuries. 
 
Assist event planner with extra tables or chairs, projector, microphone, carts or other event needs. 
 
Perform walkthrough with checklist following events to confirm the room is returned to order with no damage 
and building is secure. 
 
Open and review Assembly Hall and ICCF calendars for events. 
 
Collect rent payments; issue written receipts.  Follow protocol for safeguarding payments. 
 
Assist with data entry, mailings and other clerical items as assigned by supervisor. 
 
SUPERVISORY RESPONSIBILITIES 
This job has no supervisory responsibilities. 

QUALIFICATIONS  

A customer-focused, reliable receptionist to work some evenings and some Saturdays at the main entrance desk 
at ICCF.   An individual who responds like the concierge of a 5-star hotel. 

 You will be the first to meet our neighbors, partners, visitors and art gallery guests so the first impression 
of ICCF depends on your friendliness and efficiency.   
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A smart and trustworthy individual able to provide an exuberant greeting, handle all incoming requests and be 
attentive to all activities.  

 In addition, you will be responsible to be alert, attentive and monitor who comes in and out of the 
premises. 

Largely contributes to an overall pleasant service experience; treat all our neighbors with high regard,  and helps 
ensure ICCF provides excellent service. 

 Polite, confident, spirited and truly patient.  Seek to understand and offer resources for guests’ needs. 
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The 
requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions.  

EDUCATION and/or EXPERIENCE 
High school diploma or general education degree (GED); or 1-2 years related experience and/or training; or 
equivalent combination of education and experience.  Experience in sales or the hospitality industry 
 
LANGUAGE SKILLS 
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and 
procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively and clearly 
to customers, visitors, or employees of organizations.  Bilingual preferred but not required. 

 
MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and 
decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 
 
I.T. SKILLS 
Ability to compose, send and retrieve emails, and perform research on a website browser as needed.  Ability to 
operate basic office equipment: printer, copier, fax machine, multi-line phone (less than 10 lines). 
 
REASONING ABILITY 
Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions.  
Ability to deal with problems involving a few concrete variables in standardized situations. 

 
CERTIFICATES, LICENSES, REGISTRATIONS 

 
PHYSICAL DEMANDS The physical demands described here are representative of those that must be met by 

an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to sit and talk or hear.  The employee 
frequently is required to stand and use hands to finger, handle, or feel.  The employee is occasionally required to 
walk and reach with hands and arms.  The employee must infrequently lift and/or move up to 30 pounds.  Specific 
vision abilities required by this job include close vision, and ability to adjust focus. 

 
WORK ENVIRONMENT The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
The noise level in the work environment is usually quiet. 
 


