The Ability Center of Greater Toledo

Job Posting

Receptionist/PCA
Full time

Job Duties/Responsibilities:
· Answers incoming calls (voice/TTY) at the front desk. Routes calls to appropriate persons and greets visitors in the front lobby area.  Routes all phone messages and e-mails messages to appropriate staff.
· Receive and respond accurately to I & R requests, by phone (voice, TTY), written request, and/or in person, providing information and making appropriate referrals to specific departments.

· Document necessary consumer information in CFAL according to Center guidelines.

· Facilitates the incoming and outgoing mail function at the front desk, which includes operation of postal meter.  Responsible for adding postage to the meter.  Distributes daily incoming mail to staff mailboxes.

· Manages the Outlook room reservation calendars.  Assist outside groups in reserving rooms and securing proper set-up and is responsible for sending policies and procedures to group contact person.  Provides timely information to groups regarding Center closings due to holiday or weather.

· Manages the inventory of office supplies, and notifies supervisor of purchase needs.

· Provides general clerical support to Center staff through documentation, stuffing envelopes, filing, keeping offices functional and other clerical duties.

· Monitor the copy area and distribute incoming faxes to employee mailboxes.

· Reviews and keeps front desk sign in sheet and switchboard transfer buttons current and consistent.

· Responsible for keeping the lobby and front desk areas neat and presentable.

· Updates the front desk procedure handbook and keeps information accurate.

· Will train back up personnel to perform essential functions of front desk responsibilities as needed.
· As a PCA they will assist with clerical support, assist with personal hygiene – including lifting and transferring, and must be able to carry or relocate items up to 40 pounds.

Qualifications:
· Two to three years receptionist experience.  Experience operating multi-line phone system; and possess computer/word processing skills.

· Personal Care or Nursing Assistant experience preferred.

· Conscientious and thorough attention to detail.  Excellent organizational skills.

· Must be able to handle multiple tasks all at once.  

· Ability to concentrate and remain positive/friendly amidst distractions and display a helpful, positive attitude at all times.   

· Maintain effective working relationships with all ACT staff, callers, consumers, and community businesses/agencies.  

· Positive attitude toward the needs, abilities, and rights of persons with disabilities.  

Interested candidates should forward their resume along with references to
Human Resources

We are an Equal Opportunity Employer
Persons with disabilities strongly encouraged to apply


