GIRL SCOUTS OF WESTERN NEW YORK

EXTERNAL ANNOUNCEMENT

JOB TITLE:
Customer Service Representative (Receptionist)
SUPERVISOR:
VP of Sales
DEPARTMENT:
Operations
LOCATION:
Buffalo
STATUS:  
Non-Exempt – Full Time
POSITION SUMMARY:

Under the consultation of the VP of Sales, the Customer Service Representative will provide excellent customer service to all internal and external customers.  Will efficiently and accurately route all calls to appropriate personnel and provide accurate information regarding the Girl Scout Council. Performs other assignments or duties as required.

ESSENTIAL JOB FUNCTIONS:

· Provide excellent customer service, which includes clear, concise, courteous and accurate responses to visitors to the Service Center.

· Demonstrate commitment to continuous improvement in the services offered to volunteers and girls.

· Provide back-up for the Girl Scout Shop.

· Maintain service center schedule board and in/out board for all staff.

· Operate the multi-line phone system daily.  Includes opening and closing, retrieving messages and forwarding calls to the appropriate staff members.

· Process and distribute incoming and outgoing mail to the appropriate staff.

· Accurately maintain computerized reservation calendar for room and building usage.

· Accurately operate point-of-sale system.

· Generate and reconcile daily receipts and reports: make bank deposits.

· Process accurately cash receipts into the spread sheet then balance before forwarding to accounting.

· Assist all departments with data entry.

· Maintain office supply inventory.

QUALFICATIONS:

· High School and two years of general office, computer and or bank teller experience.  Associates Degree preferred.
· One-year general switchboard experience preferred.
· Point-of Sale system experience recommended.
· Proficient in Microsoft Office, Word, Excel & Outlook.
· Strong, clear communication skills
· Ability to interpret and follow directions accurately.
· Ability to maintain a professional demeanor and attitude.
· Assure confidentiality with supervisor, staff, volunteers and visitors.
· Ability to travel with the GSWNY office sites.
· Current valid drivers’ license, proof of vehicle insurance.
Believes in and adheres to the values of the Girl Scouts of Western New York.  These staff values include practicing:  respect, integrity, customer service, diversity, empathy, & courage to all.

TO APPLY: 
Send resume and cover letter to hr@gswny.org 

