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JOB ANNOUNCEMENT

Bill Wilson Center is a nationally and regionally recognized leader for providing services to at-risk youth and families. Our agency -- from our executive team to our line staff -- is committed to improving the lives and conditions of the people we serve.  We provide direct services to more than 3,500 children, youth, young adults and families in Santa Clara County. BWC provides services that meet the cultural and linguistic needs of our whole community. We value our unique ethnic diversity as well as the LGBTQ community and non-able body community. Join us and become a difference maker at Bill Wilson Center!  Find out more at http://www.billwilsoncenter.org/bwc_jobs/
Administrative Assistant / Receptionist at 1671
SUMMARY:

The individual in this position is directly accountable to Director of Counseling Services and responsible for reception for all programs at 1671 The Alameda site and administrative support for Counseling, Grief Counseling, CISM, interns, and Youth & Family Mental Health Services.

PRIMARY DUTIES AND RESPONSIBILITIES: 

· RECEPTION DESK:  Responsible for answering all calls in a professional and timely manner.  Route all calls accurately, professionally and according to protocol.  

· VISITORS:  Provide welcoming and engaging reception for all visitors. Link visitors with Bill Wilson Center staff providing a warm hand off.  Promote a welcoming and tidy front desk and lobby atmosphere (organize magazines, water plants, etc.).  Whenever necessary, conduct preliminary assessment of visitors/callers needs (services, information, donations) and refer to appropriate staff/program.  Direct clients to the appropriate room or office if needed.  Ensure no boundaries are crossed with clients/visitors and no personal information or conversation is shared with clients/visitors.

· MAIL/MAIL SUPPLIES:  Accurate and timely processing of incoming mail, deliver inter-office mail on set schedule.    Order Postage and postage meter supplies and assist staff with postage meter needs or projects as needed.  Ensure packages delivered to the front desk area are appropriately distributed.  

· ADMINISTRATIVE SUPPORT:  Provide administrative support to staff to include:
· Keep inventory and other relevant lists 
· Check for faxes throughout the day and deliver to recipients.

· Respond to email and voicemail within Bill Wilson Center Policy parameters.

· Participate in Business Meetings:  take meeting notes, and maintain records
· Other tasks as assigned

· ROOM SCHEDULING:  Responsible for room scheduling – all room requests should be answered within 48 business hours using only the Web-Based system.  Assist with clarifying and correcting room conflicts in a timely manner Maintain Counseling Rooms tidy throughout the day and track/facilitate the Clean Room procedures.  
· DATA ENTRY:  Responsible for accurate and timely data entry of client information into electronic health records. Examples include: scanning documents into client records and other information on a weekly and monthly basis
· ACCOUNTING:  Data entry of fees and receipts.  Follow all Reconciliation and delivery procedures daily

· GENERAL CLERICAL:  

· Maintain paper/supplies for printers, copier and fax machines.  Load machines with paper and/or toner as needed.  Check machines daily for proper operation.

· Check office and other supplies stock (including kitchen utensils) and place weekly order for these items (or as needed).
· Ensure all program and referral information is well organized and available to visitors.
· Organize copier/mail room and ensure tidy and organized environment.
· Ensure facilities are clean and in good repair.  Facilitate/implement facilities procedures and protocols (i.e. Refrigerator Cleaning Rotation Schedule; Counseling Room Cleanliness Procedures)
· Work with Facilities Manager to ensure that all Disaster Plan Supplies are up to date, in good repair, and available.
· Organize office supply closet/area.
· Call for service of copier or other office equipment when needed.
· Report facilities issues/repair requests to Facilities Manager immediately.
· Regular attendance is a requirement of the position.

· Other duties as assigned 
QUALIFICATIONS:


To perform this job successfully, an individual must be able to perform all essential duties and responsibilities satisfactorily.  Two years or more of administrative, clerical, customer service, social services or related work experience.  Must be able to work in a high-paced, team environment.  Excellent computer, communication, multitasking and organizational skills a must.  Excellent data entry skills required – must have acute attention to detail.  Professional demeanor and appearance required.  Valid California driver’s license with access to a personal vehicle that can be used for company business. Current personal automobile insurance.   Experience working with culturally diverse youth and families required.  Fingerprinting/background check as required by the Department of Justice and/or Title XXII regulations. Required to be fully vaccinated with booster against COVID-19 (if eligible or agree to receive booster at the time of eligibility)
SALARY RANGE:
$23.00 per hour. 100% employer paid Medical, Dental, Vision, Life Insurance, LTD and Employee Assistance Program.  Retirement Plan with discretionary Employer Contribution.  Generous PTO plan, 12 paid Holidays.  And much more!

For consideration, please submit cover letter and resume (reference the position name in the subject line and/or cover letter) to:

BILL WILSON CENTER

ATTN: Resumes
FAX: (408) 244-4022

Email:  resumes@billwilsoncenter.org
EEO: 

Bill Wilson Center is an Equal Opportunity/Affirmative Action employer committed to building a team that represents the racial, ethnic and linguistic needs of our community.  People of color, women, persons with disabilities, and persons who are LGBTQ are strongly encouraged to apply.
This position description intends to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to include all duties and responsibilities.  Because of a need to remain responsive to the needs of our clients and BWC’s operations, responsibilities may be modified at any time.
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