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Job Description: Receptionist  

 
Job Description:  The Receptionists is the face of Partners In Care.  He/She 
will have an understanding of Partners In Care and its culture to enable 

effective interactions on the phone and in the office.  The receptionist will 
honor the confidentiality of our members and staff and conduct themselves in a 

manner that is appropriate to a business office.  He/She will answer the phone 
and offer administrative assistance related to incoming calls and requests at 
Partners In Care.  The receptionist will work as a backup administrative person 

in the office providing general support to the staff.   
 

Duties and Responsibilities: 
 

 Welcome those who enter the building on business and notify 

appropriate staff. 
 Answer calls and redirect them to the appropriate staff member, 

program, or voicemail. 

 Take messages when necessary. 
 Update the database, file, assisting with mailings.  

 The receptionist will perform other administrative duties as assigned. 
 The staff receptionist will help train the volunteer receptionist position.   

 

 
Qualifications: 

 

 Receptionists should have a pleasant phone presence.   

 Able to hear well and speak clearly.   

 This position requires patience, as we deal with many members who have 

special needs.   

 Possess legible handwriting, be detail oriented, and have the ability to 

multi-task.  

 Computer literacy, familiarity with general office equipment. 

 Multi-line phone experience is a plus. 

 Previous admin experience is a plus. 

 High School diploma or 1 year working experience. 

 
This is a part-time position with availability for AM or PM shifts.  This position 
is not eligible for benefits.   
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Salary range is $11-13 per hour depending on experience.  
 
This position reports to the Director of Operations.   

 
About Partners In Care Maryland, Inc.:  

Partners In Care Maryland, is an impactful organization that invest in the 
Older Adults of our communities. Our team consists of bright, energetic and 
talented people who have a passion for making a difference in the world by 

helping underserved communities.  
 

Comments: E.E.O.C. Excellent benefit package that includes medical, dental, 
life, 403(B), and more. No phone calls please. Interested Candidates should 
forward a resume to careers@partnersincare.org with the job title in the 

subject line or mail to Partners In Care at 8151-C Ritchie Hwy, Pasadena, MD 
21122.  
 


