Receptionist
Location: Kenai
Status: Full Time, Non-Exempt
Wage: $11.00


Position Summary
Under general direction of the ASAP Administrator the Receptionist will complete general secretarial duties including typing, filing, and computer input as requested. Deal with the public and route all phone calls and documents to proper personnel. 

Principle Duties And Responsibilities Include But Are Not Limited To
1. Answer incoming phone calls, transfer to appropriate personnel, programs or voice mail, greet visitors and take written messages.
1. Maintain office equipment and office environment.
1. Sort, open and distribute incoming mail, and faxes, and organize outgoing mail.
1. Maintain a clean kitchen environment, prepare coffee and tea if requested as well as stock all condiments as needed.
1. Review basic office supply inventory as needed.
1. Receive and receipt all monies mailed or delivered to Akeela.
1. Use word processing to develop letters, memos and forms and complete projects as requested.
1. Facilitate quarterly emergency drills and conduct physical plant checks on a monthly basis.
1. Provide administrative support and perform secretarial tasks for ASAP as needed.
1. Keep general building clean and well maintained to ensure optimal safety of staff and visitors. 
1. Open and close building on a daily basis including water plants.
1. Maintain bulletin board including decorating it every month.
1. Complete other duties as assigned in a timely and professional manner.

Essential Skills-Any Equivalent Combination of Knowledge, Skills, Abilities, Education & Experience:
1. Must possess excellent professional telephone skills 
1. Ability to operate a multi-line phone
1. Computer literacy a must, specifically MS Word, Excel and Outlook for Windows 
1. Must be a self-starter
1. Must possess excellent oral and written communication skills
1. Must possess excellent time management skills
1. Must be able to prioritize workload.
1. Must possess excellent organizational skills
1. Ability to execute long and short term goals
1. Professional appearance and manner 
1. Working knowledge of mail processes such as postage machine, Federal Express and UPS



*YOU MUST SUBMIT APPLICATION TO BE CONSIDERED FOR POSITION. 

Applications can be found @ www.akeela.org
To apply: send application to jobs@akeela.org 


