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La Unión del Pueblo Entero

Founded by César E. Chávez & Dolores Huerta


RECEPTIONIST

JOB DESCRIPTION

	Title:

Receptionist
	Current as of:

June 8, 2021
	FLSA Status:

Non-exempt

	Entity:

LUPE
	Department:

Social Services
	Reports to:

Office Manager


SUMMARY 

The Receptionist reports directly to the Office Manager.  The Receptionist will perform several office support tasks to facilitate efficient operations of La Union del Pueblo Entero, LUPE.  This person will work closely with all LUPE departments, especially Immigration Services, and managers to support the daily office needs.
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

· Answers incoming telephone calls, determines purpose of callers, forwards calls to appropriate personnel or department, and/or takes and delivers messages when the person is not available.

· Provides basic and accurate information and answers general questions in-person and via phone/email
· Greets and welcomes on-site visitors in a respectful and courteous manner, determines nature of business, and directs them to the appropriate personnel and office.
· Takes payments for services and products and generates printed receipt for the transaction.
· Receive, sort and distribute daily mail/deliveries
· Ensure reception area is tidy and presentable, with all necessary stationery and material (e.g. pens, forms and brochures)
· Request office supplies from Administration and keep inventory of stock
· Process new member applications and renewals applications.
· Perform other clerical receptionist duties such as filing, photocopying, translating, and transcribing 
QUALIFICATIONS  

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 three to six months related experience and/or training; or equivalent combination of education and experience.
LANGUAGE SKILLS 

Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability to write simple correspondence.  Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.  Bilingual ability in English and Spanish required.

MATHEMATICAL SKILLS 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.

REASONING ABILITY 

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.

CERTIFICATES, LICENSES, REGISTRATIONS 

None required.

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; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear.  The employee is occasionally required to stand; walk; and stoop, kneel, crouch, or crawl.  The employee must regularly lift and/or move up to 10 pounds and occasionally lift and/or move up to 50 pounds.  

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 moderate.

BENEFITS
•       $9,000+ per year in healthcare insurance (medical & dental) for the employee, spouse, and children under 26 years old (eligible after 3 months of employment)
•       $8,000.00 death insurance
•       401K Plan
•       Mileage reimbursement
•       40 hours paid vacation year one; 80 hours paid vacation years 2-8; 120 hours paid after year 8
•       8 hours Personal Time Off a year
•       10 Paid Holidays a year
•       Cesar Chavez Day of Service once per year
•       End of the year bonus as appropriate
•       Yearly salary increase as appropriate
CONTACT
Interested applicants, please email one file containing a cover letter and resume to our Operations Manager, Esther Herrera (no phone calls please) at jobs@lupenet.org. Please reference “Receptionist” in the subject line of your email.
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