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Evening Administrative Receptionist 
Job Description
Onward Neighborhood House in the Belmont Cragin (5423 W. Diversey Avenue, Chicago, IL 60639) community is rooted in a rich history of social services to improve lives and uplift communities through educational, economic and support services. 

As a not for profit, our strength is our ability to adapt to societal change. In the early 20th century, people in the West Town community needed food, clothing, and shelter – and Onward House responded. Today, adult education and affordable childcare ranks among the community’s greatest needs. Onward House is the comprehensive Adult Education provider in Belmont Cragin (5423 W. Diversey Avenue, Chicago, IL 60639) and one of the major providers of high-quality Early Childhood Education.

It is the policy of Onward Neighborhood House to provide equal employment opportunity, without regard to race, color, creed, religion, age, sex, national origin, ancestry, mental or physical disabilities, marital status, affectional preference, Vietnam era veteran status, or any other legally protected status.
What you will be doing…
We need an Evening Administrative Receptionist which will maintain the image of the agency to clients and to the public through his/her responsibility for greeting and directing all visitors either in person or on the phone.
RESPONSIBILITIES:
· Welcomes clients and visitors by greeting them in a warm and friendly manner, in person or on the telephone; answering or referring inquiries.
· Perform administrative receptionist duties including answering phones, performing administrative work, taking and delivering messages, and assisting members of the public, making copies, preparing mailings, filing and recording required information.
· Maintains an open channel of communication with all visitors and telephone calls, directing them to appropriate parties.
· Maintains up-to-date information on agency programs, procedures and required information and translates memos/letters as requested.
· Upholds the confidential nature of the agency's services to its clients and maintains a safe and clean reception area.

· Other duties as assigned.

MUST HAVE
· Minimum requires a High School diploma or GED 
· Bi-lingual (English/Spanish) required
· Requires Excellent Verbal and interpersonal communication skills  
· Computer Knowledge is required

· Flexible in work schedule
How To Apply: Via our website at: onwardhouse.org/careers/  OR                                                                 Please send Resume to / Envíe su Currículum a Zitlali (Tali) Farias / HR Generalist Email: zfarias@onwardhouse.org  
