BOYS & GIRLS CLUB
OF CORVALLIS

Boys & Girls Club of Corvallis — Front Office Coordinator
Position: Non-exempt hourly position, which can be full-time or 30 hrs per week part-time depending on the individual.

Hours: Full-time: Monday — Friday, School Year: 9 am—6 pm & Summer: 8:30 am—5:30 pm (hour lunch)
Part-time: 30 hours per week Monday — Friday, School Year: 11:30 am—6 pm & Summer 11 am-5:30 pm (1/2 hr
lunch)

Salary: $21 - $23/hour DOE, plus medical/dental/vision, long term disability insurance, life insurance, & Simple IRA
benefits.

Reports To: COO

Job Summary:

This position requires a well-organized, high attention to detail, person who is very comfortable with technology and
enjoys working directly with people in a fast-paced environment. The Front Office Coordinator is the first impression for
families and donors, so professionalism, and a positive attitude is essential to represent the Boys & Girls Club (BGCC)
culture and values. Spanish language skills are a plus in this position.

Position Responsibilities:

e Following BGCC's documented procedures, help BGCC families understand program options, register for
services, and handle general questions via email, phone and face-to-face.

e Manage BGCC's online registration system - Activenet

o Set-up, open, close, & update programs

o Help families set-up online accounts

o Register youth for programs and activities

o Send out bulk emails to families for Managers & Staff

e Member/parent communication - Working with department directors, send out BGCC correspondence as
requested through membership database, or school newsletters.

e Scholarship & reduced fees request process — support parents to complete forms, collect required proof of
income, work with COO to process fee & scholarships, communicate to families in a respectful and confidential
manner. Maintain records of recipients.

e Answer phones, filing, data entry, registration system maintenance

e  Assist with mail processing and bank deposits as needed

e Various HR Tasks: Assist HR in processing background and reference checks for incoming employees. Schedule
interviews with new candidates as requested by management. Manage annual background check rescreening.

e Manage facility use and rental calendar

o Track and manage a facility rental process with corresponding calendar

e Communicate/coordinate with outside contacts like the Corvallis School District and Student Transportation as
needed

e Update staff contact information, phone lists, and overall staff communications

o Keep all brochures, forms (applications, requests, etc.) and business cards current and stocked.

e Review BGCC website at least monthly, send needed updates to COO immediately for action.

e Manage office supplies and ordering based on organization’s needs.

e Maintain cleanliness of lobby, front office, conference room, and staff break area — straightening all areas at the
end of each day.



e Other duties as assigned

Minimum Qualifications:
e Prior office experience, or customer service experience
e Must have a high school diploma or equivalent. AA preferred.
e Must be able to deal tactfully, courteously, and effectively with Club members, staff, and the general public.
e  Working knowledge of MS Office products — Word, Excel
e Strong communication skills both written and verbal
e Pass a background check

Preferred Qualifications:
e Bilingual in English and Spanish

To Apply:
Complete and submit an application that can be found at http://www.bgccorvallis.org/careers, and resume.

OR send a resume, and the filled out application form to:

Boys & Girls Club of Corvallis

Attn: Front Desk Coordinator

1112 NW Circle Blvd.

Corvallis, OR 97330

No phone calls please.

We are proud to be an Equal Opportunity Employer. Qualified applicants will receive consideration for employment without
regard to race, color, religion, sex, age, disability, military status, national origin or any other characteristic protected under

federal, state, or applicable local law.

The Boys & Girls Club of Corvallis is a drug and alcohol free organization.



