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Latin American Community Center  
 
 

Position Description 
 
Position Title: Housekeeping/Relief Receptionist   Compensation: Hourly + Benefits 
Department: Facilities/Administration    Status: Full-Time  
Supervisor: VP of Technology/Exec. Administrative Assistant  Classification: Non-Exempt 

 
 
__________________________________               _______________________________ 
Incumbent Printed Name Date VP of Technology Signature           Date 
 
__________________________________                _______________________________ 
Incumbent Signature Date Exec. Adm. Asst. Signature     Date 
 
Summary of Position 
 
Housekeeping performs the work required to maintain the building in a clean and orderly 
condition. The position is responsible for keeping the building and exterior grounds presentable 
to the public.   
 
The Relief Receptionist provides backup coverage for the front desk when the Client Services 
Coordinator is absent. The Relief Receptionist is responsible for answering all incoming 
telephone calls, greeting visitors, sorting the mail, and maintaining the daily front desk log. 
 

Minimum Qualifications 
 

 High School Diploma or GED 

 Strong written and verbal communication skills 
 Strong interpersonal skills 

 Strong organizational skills 

 Computer skills: Microsoft Word, Excel, Outlook 

 Knowledge of custodial equipment and cleaning methods 

 Possess/maintain valid driver’s license with no more than 3 points in the past 3 years 

 Successful criminal background check meeting the requirements of child care licensing 

 Must be bilingual Spanish/English 
 

Specific Responsibilities 
 
Housekeeping 
 

 Clean and sanitize bathrooms 

 Vacuum, sweep and mop floors and stairs 

 Empty trash receptacles and collect recycling 

 Supply common areas (rest rooms, break areas, lobby, kitchens) with necessary supplies 
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 Sweep sidewalks and entryways of trash and debris; remove snow and apply salt in 

inclement weather 

 Place weekly orders for janitorial supplies 

 Receive all orders and shipments 

 Prepare necessary paperwork for department invoices 

 Assist with placing food orders 

 Assist with kitchen food inventory  

 Assist with preparing and cleaning rooms for meetings and events 

 Assist with set up and break down of seating and equipment for meetings and events 

 Operate company passenger cars, vans and pick-up type trucks or equivalent 

 

Relief Receptionist 
 

 Respond to in-person and telephone clients in a timely manner 

 Manage multiple phone lines and take independent action to direct callers to the 

appropriate party 

 Welcome onsite visitors, determine nature of business, and announce visitors to 

appropriate personnel 

 Provide knowledgeable responses to inquiries made by members of the community and 

the general public 

 Date-stamp and sort incoming mail 
 Provide necessary postage to all outgoing agency mail 
 Maintain meeting room calendar 
 Maintain daily front desk log, including name, phone number, reason for call, and action 

taken 
 Provide basic information to clients, such as directions, telephone numbers, program 

brochures, etc. 

 
Additional Requirements  
 

 Must have reliable transportation 

 Ability to work extra hours when necessary to support special events 

 Perform other duties as assigned 

 


