AIDS PROJECT EAST BAY
Volunteer Position Description

Position: Receptionist
Purpose: As the first person that clients, donors, volunteers, staff, and the public see when coming through our doors, the receptionist is a very important role at APEB. We rely on our wonderful team of volunteers to greet folks, answer phones, schedule appointments, perform clerical duties, and oversee our waiting room. 
Responsibilities:

· Greet clients and others who come through our doors in a friendly and professional manner.

· Answer APEB phones and direct callers to appropriate staff, taking messages when needed.

· Provide information about APEB and our services to callers, and make referrals to other resources if necessary. 

· Make appointments for the Wellness Center.

· Perform various clerical duties such as filing, photocopying, and typing. 

· Maintain the waiting area as a clean, tidy, and relatively quiet space. Monitor confidentiality and make sure everyone is upholding our policies. 

· Make sure all visitors sign in on the appropriate sheet when they arrive.

· Follow all APEB volunteer policies. 

Qualifications:

· Ability to take on a variety of tasks and work independently.

· Good communication skills. 

· Ability to be friendly and professional when working with clients and the public.

· Flexibility to change tasks frequently, as needed. 

· Experience and comfort working with communities of color, gay, lesbian, bisexual, transgender, and queer individuals, and people living with HIV/AIDS.

Orientation and Training will be provided to all volunteers.  

Supervision: Receptionists are directly supervised by the Client Services/Wellness Center Director. Case managers and the volunteer coordinator can also provide support. 

Hours: Please sign up for at least one weekly shift during these times:
· Mon-Fri 9am-12:30pm and/or 1:30pm-4:30pm.

Length of Commitment: Receptionists are asked to make a commitment to volunteer at least one shift per week for three months. If interested in continuing to work after this period, volunteer may do so at the discretion of their supervisor.  
