
Receptionist (Full Time)  

As a Receptionist, you will be the first point of contact for our Early Childhood Program and 

report directly to our Early Childhood Director. You will welcome guests and greet people who 

visit the department. You will also coordinate front-desk activities, including distributing 

correspondence and redirecting phone calls. 

Receptionist Job Responsibilities 

 Serves visitors by greeting, welcoming, and directing them appropriately. 

 Provide basic and accurate information in-person and via phone/email 

 Notifies company personnel of visitor arrival. 

 Informs visitors by answering or referring inquiries. 

 Directs visitors by maintaining employee and department directories. 

 Maintains security by following procedures, monitoring logbook, and issuing visitor 
badges. 

 Keeps a safe and clean reception area by complying with procedures, rules, and 
regulations. 

 Contributes to team effort by accomplishing related results as needed. 

 Perform other clerical receptionist duties to include not limited to such as filing, 
photocopying, transcribing and faxing etc.  

Receptionist Qualifications / Skills 

 Proven work experience as a Receptionist, Front Office Representative or similar role 

 Proficiency in Microsoft Office Suite 

 Hands-on experience with office equipment (e.g. fax machines and printers) 

 Professional attitude and appearance 

 Solid written and verbal communication skills 

 Ability to be resourceful and proactive when issues arise 

 Excellent organizational skills 

 Multitasking and time-management skills, with the ability to prioritize tasks 

 Experience working with persons from diverse cultural and economic backgrounds 

 Must be flexible and adaptable to meet the needs of the children, staff, and the 
program 
 

 

Education Requirements 

 High School Diploma or Equivalent Required  

 
 



 
Physical Demands  
 

 Lifting and carrying <30 lbs. 

 Close contact with children 
 
 
Other  
 

 Assist with fundraising events as needed 

 Spearhead or assist on special projects as may be assigned 

 Perform other duties as assigned 
 

How to Apply 

Resumes can be mailed/dropped off to: 
Sidney Albert Jewish Community Center 

340 Whitehall Road 
Albany, NY 12208 

Attn: Martina Hull, HR Director 

Email: martinah@albanyjcc.org  

 

 

We are an Affirmative Action and Equal Opportunity Employer. We consider all qualified 
candidates regardless of minority, veteran, disability, sexual orientation, gender, gender 
identity or any other status protected by law. 
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