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ORGANIZATIONAL SUMMARY

AccessABILITY is a disability rights organization serving Indianapolis and the seven surrounding counties.  We provide individual consumers, governmental agencies, corporations and other non-profits with the tools necessary to ensure the acceptance, respect and inclusion of everyone.  The result is that our communities are enriched through the full participation of all people.  

JOB SUMMARY
The Receptionist provides organizational administrative support for accessABILITY.  

ESSENTIAL JOB FUNCTIONS
Reception—100%:
· Greet and assist employees, visitors, consumers, and professionals, answer telephone, route calls or take messages while enhancing the image of accessABILITY.
· Retrieve and record messages from accessABILITY’s general voice and Email, routing messages as appropriate.

· Send, receive, and distribute faxed documents
· Filing

· Assist staff with the scheduling and organization of activities such as meetings, conferences, presentations and outreach events.

· Assist staff with completion of special projects and mailings as needed. 
· Other duties as assigned
REQUIRED SKILLS
· Ability to collaborate, interact and present a professional image with diverse populations and professions.
· Display outstanding communication skills; write clearly and informatively; read, interpret and communicate written information accurately; listen effectively, diffuse tense situations with consumers; effectively communicate within CIL as well as with external service providers, agencies, consumers and their families; and enhance the image of the CIL in person, by telephone and in written communication.

· Understand need for and practice high level of confidentiality.

QUALIFICATIONS

· Minimum 1 year experience in receptionist duties
· Competency in Microsoft Office and information management software (CIL Suite preferred).
· Strong organizational skills with the ability to balance multiple tasks, prioritize work effectively and use judgment and discretion in decision making.
PREFERENCES

· Personal experience with disability.

· Multi-Lingual
ENVIRONMENT

· Scent free environment

· Business casual dress 
· Accessible

This job description is not intended to be and should not be construed as an all-inclusive list of responsibilities, skills, efforts or working conditions associated with the position.  While it is intended to be an accurate reflection of the job requirements, the CIL reserves the right to modify, add or remove duties and to assign other duties as necessary. 

accessABILITY is an Equal Opportunity Employer.

People from racial/cultural minority groups and people with disabilities are strongly encouraged to apply.
JOB TITLE:		Receptionist


POSITION: 		Non-Exempt (Part Time and Temporary)(potentially non-temporary)


REPORTS TO:  	Administrative Director


LOCATION: 		Indianapolis, IN�WAGES: 		Hourly commensurate with experience and education


BENEFITS: 		16 paid holidays, 15 days paid time off 


FORWARD RESUME:   Letta Litchford: llitchford@abilityindiana.org
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