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FMHA JOB DESCRIPTION


JOB TITLE:
Secretary/Receptionist

SUPERVISOR:  Assistant Director

POSITION SUMMARY:

This position is the first point of customer contact. Must project a positive image of the agency plus provide key administrative support functions.
REQUIRED KNOWLEDGE AND SKILLS:
· Ability to speak, read, write, and comprehend English
· Must have excellent verbal, written, keyboard, organizational/office management skills
· Must have good to superior computer skills with the ability to type a minimum of 45 wpm
· Must have a good knowledge of Microsoft Office 365/ Word, Excel, and publisher programs. Must have good filing skills and be able to multi-task in a fast-paced environment 
· Must have strong organizational skills 
· Must be mature, have a professional appearance and demeanor  
· Must have a good personality, customer friendly demeanor and a positive outlook
· Must have a minimum of a high school diploma, with a vocational or college degree a plus
· Ability to establish and maintain effective working relationships with other employees, business contacts, and residents/tenants

· Must be mature with an ability to deal courteously and tactfully with the public and to handle irate tenants in a calm and fair manner
· Must have a valid West Virginia driver’s license and be able to be insured on the agency auto policy

SUPERVISORY RESPONSIBILITIES:



None

SPECIFIC JOB DUTIES:
· Answering the telephone and directing calls

· Greet customers / visitors

· Collect rent and provide receipt as presented by customers
· Take and enter work orders into the computer system
· Maintaining filing

· Assemble Board packets

· General typing and proof reading/editing
· Copying, faxing, organizing
· Sort / distribute incoming mail

· Manage outgoing mail including purchase and distribution of stamps and mail delivery
· Manage /arrange FedEx/USPS/UPS mailings

· Maintain customer areas and staff areas (lobby, kitchen etc.)

· Manage office supplies and inventory (includes ordering and organizing supply closets)

· Deliver supply orders upon receipt
· Maintain copiers (fill copier’s daily with paper, place service calls)
· Assist with Public Housing 
· Maintain operations calendar 

· Maintain and manage mini conference room schedule

· Maintain all required items posted on bulletin boards in lobby and mini conference room

· Assist with I.T. issues (placing service calls, keeping track of staff technology issues)
· Maintain agency staff out-of-office calendars
· Other duties as assigned

SPECIAL REQUIRMENTS:

· Possession of a valid State of West Virginia driver’s license.

· Ability to be covered under the Housing Authority’s vehicle insurance policy.

· Willingness to attend training seminars and conferences to update/acquire knowledge in needed areas.

· Ability to pass drug test, background screening and credit report
· Stooping, bending, filing, working at computer, lifting, minimal walking  
· Minimal travel

DISCLAIMER:

This job description does not state or imply that the duties listed above are the only duties to be performed by the position incumbent.  

All requirements are subject to possible modification to provide a reasonable accommodation to individuals with physical or mental disabilities as defined in the Americans with Disabilities Act.  Some requirements may exclude individuals who pose a threat or significant risk to health and safety of themselves, the residents, or other employees.


I have received and reviewed a copy of this job description.


________________________________________
________________________________
Employee






Date

________________________________________
________________________________

Executive Director





Date
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