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Volunteer Job Description
	TITLE:
	Front Desk Receptionist, Audubon Center at Francis Beidler Forest

	
	

	LOCATION:
	Beidler Forest, 336 Sanctuary Road, Harleyville, SC 29448


SUMMARY:  The Receptionist greets visitors, routes phone calls and provides general administrative assistance.  The Receptionist’s greeting is often the first impression visitors and guests have of The Audubon Society, so a professional appearance and cordial attitude are important aspects of this job.

Note:  Once familiar with the basic office functions, the Receptionist will be able to take on more responsibility as needs arise and time allows.

REQUIREMENTS:  

· Good interpersonal skills 

· Good organization skills

· Familiar with Microsoft Office (Outlook, Excel, Word and Power Point)

· Prior administrative and office machine (printer, copier, fax, scanner, postage meter, etc.) experience desired
· Must have own transportation

· Must be at least 18 years old

TIME COMMITMENT, SCHEDULE:  The Beidler Forest office requires front desk coverage from Tuesday through Friday from 9-5.  The volunteer will work a minimum of ½ day per week, Tuesdays through Fridays.  The volunteer should commit to a minimum initial term of four to six months.   

ACTIVITIES:  

This job requires a light level of activity, including the following:
· Greet visitors; receive deliveries

· Route telephone calls and take messages

· Prepare correspondence, documents, invitation lists, etc.

· General office work such as making copies, sending faxes, filing, etc.

· Assist staff with projects as needed

CONTACT:  If you are interested in applying for this position, please send an e-mail requesting a Volunteer Application to mdawson@audubon.org 

QUESTIONS:  Send an e-mail to mdawson@audubon.org or call Mike Dawson at (843) 462-2150.

