
 
 

 

 
Founded in 1981, the Greater Lansing Food Bank (GLFB) is a highly visible non-profit organization that provides emergency food to individuals and 
families in need in Ingham, Eaton, Clinton, Shiawassee, Clare, Isabella and Gratiot counties. Food is distributed through an extensive network of 
food pantries, shelters and community kitchens located throughout the region. GLFB annually serves tens of thousands of people, many of them 
seniors and children. Our recipients also include the “working poor,” those individuals who are employed but don’t earn enough to meet housing, 
health, transportation and food needs. 

GLFB is seeking an individual to step into the position of Administrative Receptionist to join our team. As a member of the administration team, the 
Administrative Receptionist will provide a friendly welcome to guests of the organization and be available for administrative support as needed.   

This is a full-time, hourly position and will work during our normal business hours (8a-5p) Monday through Friday with occasional early 
mornings/evening/weekend hours for special events.  Benefits including paid vacation and sick days, holiday pay and insurance (health, dental, 
vision, life).   
 
To apply: Please send cover letter, resume and salary requirements to Rebecca Kline, Office Manager and HR Administrator at 
rebecca@glfoodbank.org  For additional information, please visit www.glfoodbank.org. Applications will be accepted until the position is filled. 
 
 

Position Description 
Title: Administrative Receptionist   
Date: April 2019  
Exempt Status: Non-Exempt  
Reports to: Director of Administration and Office Manager  
 
ESSENTIAL FUNCTIONS  

▪ Greet walk-in guests, visitors, donors, volunteers, etc. to the organization 
▪ Provide clerical support to the administration and management team  
▪ Answer and operate a multi-line phone system to address guest needs and/or forward calls as appropriate  
▪ Possess strong customer service skills both in person and over the phone, always greeting guests and answering the phone with a smile  
▪ Interact with a variety of staff, volunteers and guests to effectively communicate the mission and work of the organization  
▪ Assist visitors making donations, deliveries, needing food assistance, etc.  
▪ Track and record donation intake (both monetary and physical)  
▪ Receive mail, FedEx and UPS items; distribute to appropriate parties  
▪ Retrieve mail from post office boxes multiple times weekly and sort to the appropriate parties 
▪ Sort mailer donations into appropriate accounts and tally totals  
▪ Keep up to date on current mailer campaigns and food drives  
▪ Produce logs of agency payments and coordinator payments spreadsheet with the Agency Relations team  
▪ Provide assistant with preparing and distributing materials   
▪ Oversee general office supply and staff lounge/kitchen inventory and order items as needed  
▪ Keep a running inventory of food bank branded items and order when needed (forms, stickers, envelopes, etc.)  
▪ Support the needs of the food bank programs and events as requested (Empty Bowls, Empty Plates, Food Mobiles, Food Drives etc.)  
▪ Attend meetings, training and conferences as requested    
▪ Support the Volunteer Program Manager with volunteer greeting, scheduling and data entry   
▪ Manage/assist with organizational calendars for vacation/sick time, conference room reservation, volunteer groups schedule and off-site 

events; develop a calendar system to include key staff members schedule’s for internal and external availability  
▪ Develop and maintain a daily welcome board to greet guests/volunteers and list upcoming drives and events  
▪ Work with the marketing and communications coordinator to develop and manage an internal communication system  
▪ Maintain a clean and organized reception area  
▪ Clearly communicates organizational needs and areas of improvement to the Director of Administration  

 
QUALIFICATIONS  
Required 

▪ Commitment towards the Greater Lansing Food Bank’s vision towards a hunger free community  

▪ Minimum of an Associate’s Degree with two years of experience and/or training; or equivalent combination of education and experience  
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▪ Well-organized and self-directed, with the ability to manage time in an efficient manner, multi-task to meet deadlines and accomplish 
work in order or priority with attention to detail and accuracy. 

▪ Demonstrates a high degree of flexibility and outstanding customer service skills  
▪ Dependable with a high level of organizational skills. 
▪ Ability to complete tasks independently with little supervision but knows when to ask for help or ask questions. 
▪ Functional and strategic planner. 
▪ Appropriate professional image; able to maintain composure and effectiveness under pressure and in changing conditions; able to accept 

feedback as it relates to job performance and responsibilities. 
▪ Must possess good judgment and problem solving, with ability to identify, analyze, and resolve problems in a timely manner; ability to 

learn new duties; adjust to new situations within a reasonable amount of time. 
▪ Excellent Interpersonal, oral, and written communication skills. 
▪ Demonstrates risk management and knowledge of practices to protect the agency through maintaining confidential records and 

information. 
▪ Proficient user of Microsoft Office Suite (Outlook, Word, Publisher, PowerPoint, Excel); able to maneuver on the Internet to conduct 

research or obtain information 
▪ Experience using office equipment, including: cellular telephone; copier, fax machine, scanner, laser printer, computer, and calculator. 
▪ Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability 

to write routine reports and correspondence. 

▪ Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and 
volume.   

 
WORK ENVIRONMENT  
 
This job operates in a professional office environment. This role uses standard office equipment such as computers, phones, photocopiers, filing 
cabinets and fax machines.  
 
POSITION TYPE/EXPECTED HOURS OF WORK 
 
This is a full time, non-exempt position with 40 hours of work to be completed Monday through Friday, 8:00am-5:00pm with an hour lunch. Full 
benefits package is available.  
 
OTHER DUTIES  
 
The list of essential functions is not exhaustive. Additional tasks me be required as necessary and duties, responsibilities and activities may change 
at any time with or without notice.  
 
 
 
 
 
  


