
 

 

 
Receptionist/Administrative Assistant 

 
The Greater Washington Community Foundation is currently seeking a full time 
Receptionist/Administrative Assistant who wants to be part of an enthusiastic organization. The Greater 
Washington Community Foundation (formerly the Community Foundation for the National Capital 
Region) was established in 1973 to strengthen the Washington metropolitan region by encouraging and 
supporting effective giving and by providing leadership on critical issues in our community.     The 
Community Foundation houses charitable giving funds established by individuals, families and businesses 
in our region, providing the trusted services and community knowledge to help donors make the 
difference they want to make. The Community Foundation has assets of approximately $300 million, over 
and awarded close to $90 million in grants to nonprofit organizations in the region and beyond. 
 
Overview of Position: 
 
The Receptionist/Administrative Assistant will be responsible for the management of our front desk. This 
role will support the entire organization by way of answering and directing all incoming phone calls with 
exceptional customer service, accepting packages/mail, and announcing all visitors and clients. The ideal 
candidate will be a spirited self-starter who can proactively work with minimal supervision, learn and 
understand our processes and practices for the front desk, and engage with the teams, donors, clients 
and vendors with outstanding customer service. 
 
Job Responsibilities: 
 

➢ 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.  
➢ Sort and deliver incoming mail; prepare outgoing mail, shipping and priority packages as needed. 
➢ Work with senior staff to schedule meetings and meeting rooms. 
➢ Maintain kitchen, supply room and conference rooms; order supplies for kitchen and office use. 
➢ Other duties as assigned. 

 
Qualifications: 

 
➢ A minimum of two years’ experience in a receptionist or administrative assistant role;  
➢ 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. 
 
 
This position is eligible for company paid medical, dental, vision, life and disability for employee only. 
Salary commensurate with experience and qualifications. Please forward a cover letter with salary 
requirements and your resume to: HR@thecommunityfoundation.org 
 
The Greater Washington Community Foundation is an Equal Opportunity Employer. All qualified 
applicants will receive consideration for employment without regard to race, color, religion, sex, 
national origin, disability, or protected veteran status. 
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