
 

 

 
The Greater Washington Community Foundation is currently seeking a part-time detail 
oriented self-starter who wants to be part of a dynamic and enthusiastic organization. This 
is a great opportunity for a strong, disciplined and motivated individual to leverage existing 
skills, build new ones and provide much needed support to the Greater Washington 
Community Foundation. This role will support the entire organization by way of answering 
and direct all incoming phone calls, having exceptional customer service skills, accepting 
packages/mail and announcing all visitors and clients. The Community Foundation 
endeavors to build its assets, enhance its grantmaking, expand its products and deliver 
amazing customer service to its partners and donors. 
 
Primary Duties: 
 
The PT Front Desk Receptionist will be responsible for the afternoon functions of our front 
desk and receptionist duties in our day to day operations. The ideal candidate will be a 
spirited self-starter who can proactively work with minimal supervision, a quick study of our 
processes and practices for the front desk, and engage with the teams, donors, clients and 
vendors with outstanding customer service. 
 
Duties: 

➢ Provide general information to the public or constituents and refer requests for 
specific or technical information to the appropriate Community Foundation staff.   

➢ Greets and directs all visitors, including vendors, clients, job candidates and 
customers.  

➢ Handles incoming telephone calls ensuring calls are routed to the correct 
departments.  

➢ Prepare mailing, shipping and priority packages as directed and needed by the 
Finance department     

➢ Front Desk responsibilities: sort & deliver mail, answer and direct phones calls, assist 
with staff tasks as needed (printing-mailing-scheduling), maintain kitchen (load & 
run dishwasher), supply room and conference rooms  

 
Qualifications: 

 
➢ A minimum of two years’ experience in a receptionist or administrative assistant role; 

Bachelor’s Degree a plus  
➢ Experience in a nonprofit, grantmaking environment a plus. 
➢ Excellent computer skills, including Outlook and Word; a plus if proficient in other 

Microsoft Office programs 
➢ Able to work both independently and collaboratively with teams and departments 
➢ Detail oriented and able to effectively organize and manage multiple responsibilities. 

Exceptional customer service skills. 
➢  



 

 

 
➢ Excellent communications skills and interpersonal skills 
➢ Personal qualities of integrity, honesty, and discretion. 
➢ Ability to work in a changing environment; willingness to learn and grow in 

responsibilities. 
 
How to Apply 
 
Interested parties should submit their resume via email to, 
sscott@thecommunityfoundation.org with the position title, Receptionist, in the subject line. 
 
The Greater Washington Community Foundation is an Equal Opportunity / Affirmative 
Action employer. All qualified applicants will receive consideration for employment 
without regard to race, color, religion, sex, national origin, disability, or protected 
veteran status. 
 
 
 
 
 
 
 
 
 
 
 


