
JOB DESCRIPTION: Front Desk Staff 

FLSA:   Non-Exempt                                                                                              

 

JOB TITLE: Front Desk Staff  

 

OBJECTIVE: To provide excellent customer service to members, participants, parents, and walk-ins at Champions for 

Life, Inc.   

 

ORGANIZATIONAL RELATIONSHIPS: 

1. Reports to: Office Manager, CFL 

2. Directs: volunteers 

 

GENERAL STATEMENT OF DUTIES: 

 

The incumbent provides information and assistance to members of Champions for Life, while being positive, friendly, and 

enthusiastic in the execution of his or her duties.   

 

EXAMPLES OF WORK: 

1. Answer phones and provide excellent customer service to persons looking for information.  

2. Provide information about Champions for Life programming, encourage participation and registration, and 

prepare packages for participants, birthday parties, and new members. 

3. Greet every person who walks in the door with enthusiasm, friendliness, and helpfulness. 

4. Make sure people in the building are supposed to be there (tennis members, fitness members, participants, etc.). 

5. Attends meetings pertinent to his or her position. 

6. Incorporate virtue and character education into bulletin boards and communication centers through visually 

appealing and interesting materials. 

7. Assist with the creation of attendance records and class lists. 

8. Assist with social media communication and website. 

9. Accept payments for classes and memberships. 

10. Understand all forms, payment methods, phone systems, and computer systems used in the office. 

11. Help train and orient new staff. 

12. Other duties as assigned by supervisor. 

 

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES: 

1. Ability to interact and communicate with men, women, and children of all ages and backgrounds. 

2. Personality should be warm, friendly, firm, and communicative. 

3. Ability to think creatively and with an open mind with regard to customer interactions. 

4. Ability to communicate effectively, establish rapport with everyone who walks in the door, be a team player in 

the organization, and exercise good judgement 

5. Have working knowledge of appropriate technology to grow and enhance programming at Champions for Life. 

 

ACCEPTABLE EXPERIENCE AND TRAINING: 

1. High school diploma preferred.  

2. One to three years working in an office setting. 

3. Comfort with computers, phones, faxes, social media, and other office equipment and software 

 

ENVIRONMENTAL FACTORS/PHYSICAL REQUIREMENTS: 

1. Work is primarily in an office setting, but some walking and lifting of less than fifteen pounds may be required. 

2. Work requires standing, walking, bending, spotting, lifting, repetitive motion, and intense concentration. 

3. Outdoor time may be incorporated, depending on the needs of the organization. 

 

WORK SCHEDULE: 

 

Work schedule will vary depending on needs of program. Work hours will during hours of operation, which are typically 

from 8 am to 9 pm during the week, 8 am to 5 pm on Saturdays, and 11 am to 5 pm on Sundays. Regular days off will 

include holidays that CFL is closed. Incumbent must be able to work weekends and after normal hours as necessary or 

required by programming. 


