
Part-time Receptionist (Main Campus) 

 

Date posted: October 21, 2026 

Pay: $16.00 - $20.00 per hour 

Job description: 

Job Goal: 

A receptionist primary goal is to receive visitors and aid in a very welcoming, hospitable 
way. This position is the first person most of our clients interact and everyone should feel 
welcome and valued. 

Qualifications: 

1. High School diploma or equivalent. 

2. Experience with customer service, preferred. 

3. Experience with Microsoft Word and Excel, preferred. 

Performance Responsibilities: 

• Receive and assist all persons who come into the office. 

• Receive, make, or transfer telephone calls. 

• Perform other duties as assigned. 

Physical Demands: 

Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force 
as frequently as needed. 

Terms of Employment: 10 months 

***Must be able to pass a level 2 background screening*** 

***Must be able to pass a drug screening*** 

Job Type: Part-time 

Schedule: 

• Monday to Friday, 3:00 p.m. – 5:30 p.m. 



Work Location: In person 

 


