
Family Promise of Spokane

Front Desk Assistant
Last Updated: 9/10/2021

REPORTS TO: Outreach & Recruitment Manager
SCHEDULE: 20 hours/week; exact schedule TBD
FLSA STATUS: Non-Exempt
SALARY: $15.00 per hour
BENEFITS: N/A

OVERVIEW: Staffing the front desk at Family Promise is an important role, and should be viewed
as the gateway to the organization. The front desk is the first impression to those visiting Family
Promise, and we want to make certain we make a good first and lasting impression! The Front Desk
Assistant is a dependable self-starter with exceptional people and communication skills, and is able
to work independently with little or no supervision. In addition to staffing the front desk, the Front
Desk Assistant will also be responsible for supporting the Outreach & Recruitment Team by
assisting with various administrative and miscellaneous tasks as they occur.

POSITION DUTIES: To perform this job successfully, an individual must be able to satisfactorily
perform each of the essential duties and responsibilities listed below. The essential functions of the
position include, but are not limited to, the following:

● Warmly welcome anyone visiting the Family Promise Center and assist the visitor(s) and/or
redirect as necessary.

● Answer the phone with a friendly, professional tone and assist the caller.
● Retrieve any voicemails and respond to the caller and/or redirect as necessary.
● Ensure the front desk, lobby, and intake room are kept clean, neat and well-stocked as well as

sanitized daily and on an as-needed basis
● Monitor the daily capacity update, determining whether we are accepting new guests.
● Keep all literature well stocked and readily accessible.
● Utilize volunteer assistance with tasks as able.
● Maintain an inventory to ensure that necessary office supplies are readily available.
● Ensure that the key lock box and check deposit drop box are kept locked at all times.
● Document all incoming monetary donations and ensure dual control upon receipt.
● Adhere to the in-kind donations process put in place.
● Accept incoming mail and packages and disperse appropriately and/or inform the recipient of

delivery.
● Attend weekly staff meetings to stay informed of current processes, new developments, etc.
● Other duties as assigned.



QUALIFICATIONS
● Understand and embrace the values and mission of Family Promise of Spokane to equip families and

communities to end the cycle of homelessness.
● GED or High School diploma required
● Good Understanding of Google Suite programs
● Demonstrated ability to learn new technology platforms
● Exceptional phone etiquette
● Exceptional people skills
● Excellent communication skills, both in speaking and writing

TO APPLY: Fill out an online application at www.familypromiseofspokane.org/careers

http://www.familypromiseofspokane.org/careers

