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Westminster Presbyterian Church 
Job Description  

 
Job Title: Lead Receptionist (40 hours) 
Reports To:  Director of Facilities 
FLSA Status: Non-Exempt 
 
Summary:  The full-time Lead Receptionist plays a key role in the in the day to day operations 
of the church.  This person should have strong communication, organizational, and computer 
skills.  The Lead Receptionist acts as a liaison between members and staff.  Developing a 
working knowledge of church events and outside events is key.  This person will be asked to 
perform a variety of tasks while occupying the front desk.  A successful Lead Receptionist will 
be willing to take on the day to day challenges, be friendly and helpful when answering the 
phone and greeting guests in the building.     
 
Starting salary $17/hour, with medical, dental, and retirement benefits 
 
Duties and Responsibilities include the following. Other duties may be assigned. 
 

1. Welcome and direct persons or groups to Westminster spaces. 
 

2. Answer phones and direct calls to staff and clergy. 
 

3. Possess working knowledge of calendar and scheduled activities. 
 

4. Provide administrative support for Communications, including bulletin preparation and 
printing. 

 
5. Maintain equipment used in area, especially coffee, copier and folding machine. 

 
6. Maintain and organize the main reception area. 

 
7. Schedule and supervise part time reception staff. 

 
8. Develop working knowledge of the church and activities. 

 
9. Receive and sort mail and packages. 

 
10. Assist staff and clergy in many different ways. 

 
11. Perform other related tasks as assigned. 
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Supervisory Responsibilities: 
Part time reception staff 
 
Education/Experience: 
Associate's degree (A. A. / A. S.) or equivalent from two-year college or technical school; at 
least three years related office/administrative experience and/or training; or equivalent 
combination of education and experience. 
 
Knowledge, Skills and Other Abilities: 
• Excellent interpersonal and 

communication skills  
• Ability to interact positively with 

members and guests from a variety of 
backgrounds and to represent 
Westminster in a professional manner 

• Ability to handle emergency and 
stressful situations in a calm manner 

• Self-motivated; able to work without 
close supervision 

• Strong written and verbal 
communications skills 

• Supports mission of Westminster 
Presbyterian Church 

• Ability to professionally manage 
confidential information and must be 
able to exercise discretion and maintain 
confidentiality 

• Excellent organizational skills, including 
able to prioritize assignments and meet 
deadlines  

• Attention to detail, high ethical and 
professional standards.  

• Aptitude and interest in computer 
system administration 
 

 

            Desired but Not Required: 
Experience and knowledge of church or non-profit programming or administrative support, corporate 
background. 

 
Physical Demands: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, the employee is regularly required to stand; walk; sit; use hands; 
reach with hands and arms; climb or balance; stoop, kneel, crouch or crawl; talk or hear; and taste or 
smell. The employee must occasionally lift and/or move up to 40 pounds. Specific vision abilities 
required by this job include close vision, depth perception, ability to adjust focus, and ability to see 
color.  

 
Work Environment: 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

 
The noise level in the work environment is usually mild to moderate.  

 


