
 

 

 

Receptionist 
 

Job Description 

 
The receptionist is the first point of contact at Zakat Foundation of America (ZFA) and is integral in forming a positive and  

warm first impression for guests, businesses, and callers. The receptionist answers and accurately directs phone calls 

professionally, greets visitors positively and maintains the programming and maintenance of the telephone system and 

handles all mail. rovides general office support with a variety of clerical activities and related tasks.  In addition to those 

responsibilities, he/she will take on administrative projects and tasks assigned by the HR Manager and/or Executive 

Director. 
 

Duties and Responsibilities 

 

 Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.  

 Answers incoming calls in a timely manner positively and warmly. 

 Accurately directs caller to the appropriate employee courteously and professionally. 

 Takes and delivers accurate phone messages, with call back numbers and detailed information legibly 

written, and promptly relays messages to proper staff. 

 Maintains security by following procedures; monitoring logbook. 

 Maintains telecommunication system. 

 Notifies staff of guests’ arrival. 

 Maintains safe and clean reception area by complying with procedures, rules, and regulations. 

 Maintains reception area with updated  ZFA newsletters, brochures, etc. clearing up any clutter on an 

ongoing basis, and maintains a professional, comfortable general office atmosphere.  

 Offers coffee or other refreshments to guests/ visitors.   

 Takes and types up meeting minutes. 

 Makes travel arrangements. 

 Maintains incoming and outgoing mail  

 Receives, sorts and forwards incoming mail.  

 Prepares envelopes for mailing with receipts to donors. 

 Coordinates the pick-up and delivery of express mail services (FedEx, UPS, etc. )   

 Prepares mailing labels & package envelopes, letters, and newsletters for mailing. 

 Assists with other related clerical duties such as photocopying, faxing, filing and collating.  

 Makes calls as directed by Executive Director or HR Manager. 

 Performs other tasks and duties, as requested or required.  

Skills and Qualifications: 

 

1. Minimum 1 year of experience in administrative duties in office environment, preferably providing support to an 

executive level position. 

2. Excellent telephone skills-ability to interact professionally with donors, visitors, and staff at all levels 

3. Excellent computer skills necessary: Microsoft Office Skills. 

4. Strong organizational, interpersonal, and oral communication skills required. 

5. Ability to exercise sound judgment, takes responsibility for meeting deadlines, and be a skilled problem solver. 

6. Strong organizational skills and exceptional attention to detail are a must. 



 

 

7. Demonstrate confidentiality in communications with all levels of staff, donors and volunteers. 

8. Must have a reliable vehicle and valid Driver’s license,. 

 
Environment 

1. Position operates in a professional office environment.  

2. Routinely uses standard office equipment such as computers, phones, photocopiers. 

3. Workplace is smoke-free and drug-free environment. 

4. Equal opportunity employer 

5. Head Quarters Office in USA 

 
Position Type and Expected Hours of Work  

 
This is a full-time position. Days and hours of work are Monday through Friday, 9:00 a.m. to 6 p.m.   
 

To Apply 

 

1. Submit a cover letter describing your interest in this position, résumé, and salary requirements. Incomplete 

applications will not be considered. 

2. Email applications to jobs@zakat.org with RECEPTIONIST–YOURLASTNAME in the subject line. 

3. No phone calls will be accepted regarding this position. 

mailto:jobs@zakat.org

