
HEARTLAND PRESBYTERIAN CENTER 

 

POSITION DESCRIPTION 

 

Title:  Receptionist 

 

Purpose:  Be the first point of contact for Heartland Center. Offer administrative support 

across the organization. Work with the other Heartland Center staff to provide the highest 

level of hospitality attainable for guests of Heartland Center.  

 

Accountability:  This position serves all ministries of Heartland Center and is 

accountable to the Executive Director, the Associate Executive Director and the 

Hospitality Director.  

  

Responsibilities: 

1. Receive visitors at the front desk by greeting, welcoming, directing, and 

announcing them appropriately 

2. Coordinate volunteer office help 

3. Answer, screen, and forward incoming phone calls 

4. Receive, sort, date stamp, and distribute daily mail 

5. Oversee the distribution of and reconciliation of office petty cash 

6. Receive, process, and record any cash and credit card payments for merchandise 

or donations and issue receipts  

7. Record donations and prepare donor acknowledgement letters, reminder letters, 

and year-end statements, etc 

8. Maintain donor database 

9. Archive records  

10. Ensure reception and work room area is tidy and presentable, with all necessary 

stationery and material (e.g. pens, forms and brochures) 

11. Order general office supplies and keep inventory of stock 

12. Maintain office security by following safety procedures and controlling access via 

the reception desk (monitor logbook, issue visitor badges) 

13. Arrange meetings dates and conference calls for committees, tasks forces, and 

other business meetings, and necessary travel and other accommodations 

14. Perform other clerical receptionist duties such as filing, photocopying, 

transcribing and faxing 

15. Coordinate the production, email, and online posting of monthly Board packets. 

16. Coordinate the ongoing maintenance of office equipment (e.g. computers, copier, 

phones, and postage meter) 

17. Coordinate and assist in preparation of bulk mailings 

18. Manage nightly and weekly computer back-up systems   

19. Take initiative in suggesting ideas, solutions, etc. to Heartland Center’s 

administration 

20. Other duties as assigned or dictated by the needs of Heartland Center 

 

Skills, Knowledge, and Abilities: 

- Professional attitude and appearance 

- Solid written and verbal communication skills 

- Ability to be resourceful and proactive when issues arise 

- Excellent prioritization, organizational, multitasking, and time-management 

skills 

- Customer service attitude 



- Reliable, trustworthy, and maintains confidentially  

- Excellent proofreading ability and attention to detail 

- Efficiently and accuracy in typing 

- Working knowledge or ability to learn the following computer software 

programs: Microsoft Word, Excel, Access, and new programs as identified 

with the evolution of the position 

- High school degree 

- Preferred: proven work experience as a Receptionist, Front Office 

Representative or similar role 

- Ability to pick up and move objects weighing as much as 20lbs  

 

Evaluations:  The Executive Director will conduct a review at three and six months’ 

employment and conduct an annual salary review and evaluation thereafter. 

 

Terms:  This person will be hired for an indefinite term, subject to termination in 

accordance with the Human Resources Policies of Heartland Center.  This is a part-time, 

non-exempt position. 


