
 

 

This notice is written pursuant to the Equal Employment Opportunity Order at Executive Order 11246, as amended, and the 

implementing regulations at 41 CRF 60.  All qualified applicants will receive consideration for employment without regard to race, 

color, religion, sex, sexual orientation, gender identity, national origin, disability or status as a protected veteran. 

 

 

 

 

 

Job Title:  Secretary/Receptionist 

Report To:  Director of Outreach and Impact (DOI) 

 

Overview: Responsible for providing administrative and clerical support to the Affiliate under the 

direction of the DOI, greeting visitors, answering and directing phone calls, receiving and receipt mortgage 

payments, and interacting with potential homebuyers and homeowners.  

 

Specific Duties 

 

 Welcome “visitors” as they arrive. Provide assistance informing potential 

applicants/volunteers/partners of IRHFH’s purpose and programs via literature and other means, 

and/or refer them to proper staff for service.  

 Understand the needs of the Indian River Habitat community and serve them in an efficient, 

courteous, and respectful manner all within the scope of Habitat’s mission and operating policies. 

 Follow established procedures and systems in all areas of responsibility unless otherwise instructed 

or agreed upon by the DOI. 

 Maintain the highest level of strict confidentiality in all areas of information.  

 Answer telephone, routing callers to appropriate departments.  

 Assist potential homebuyers to complete pre-qualification sheets, review information and pass onto 

Family Services. 

 Interact with homebuyers as well as homeowners by listening, problem solving, and referring them 

to appropriate staff members or outside agencies.  

 Receipt mortgage payments accurately and in accordance with IRHFH policies. Transfer payments 

daily to IRHFH accounting department. 

 Assist Homeowner Administrator monitoring all delinquent families, sending out 15, 30 and 45 day 

delinquent letters.  

 Provide accurate and timely word processing, copying, and project assistance to the affiliate staff as 

needed.  

 Update Board, Committee, past and present Homeowner and staff mailing lists, when necessary.  

 Monitor system generated faxes and distribute to appropriate departments.  

 Ability to sit, stand, walk, bend, lift, reach up, stoop, and carry items occasionally in excess of 

twenty (20) pounds. This position also requires manual dexterity to operate standard office machines, 

such as, copier, fax, calculator, telephone, and other equipment as necessary.  Indian River Habitat 

expects all employees to follow proper safety standards while employed by the Affiliate.    

 Complete other assignments as assigned from time to time by the DOI or President. 

 

Qualifications:  The successful candidate will possess all, or most, of the following qualities: 

Must have a sense of calling to serve the Indian River Habitat Christian mission. 

Bilingual in English/Spanish strongly preferred. 

Strong Customer Service skills and excellent organizational skills. 

Effective interpersonal communications skills; ability to interact with “visitors” in a welcoming, professional 

and positive manner that represents the mission of IRHFH 

Experience and significant working knowledge of Microsoft Office applications. 

Enjoy being a member of a team. 

Self motivated worker, ability to multi-task, and prioritize work.  


