
FIRST STATE COMMUNITY ACTION AGENCY, INC. 

 

PROGRAM ELEMENT (3602) 

 

 

 

TITLE:  Receptionist/Program Support 

 

SUPERVISOR: Dover Office Manager 

 

HOURS: 40 hours/week.  

 

LOCATION:  Dover  

 

JOB SUMMARY: To provide required support to all agency programs and services offered in the 

assigned location. Assist program staff by completing intake, client verification, 

collecting documents, scheduling appointments, the creation of client folders and 

follow up. Answer inquiries and obtain information for general public, customers, 

visitors, and other interested parties.  Provide information regarding activities 

conducted at establishment; location of departments, offices, and employees within the 

organization. 

 

Note:      Applicant must address how they meet each qualification, any qualification 

that is not addressed, will result in the applicant not being qualified. 

 

      MINIMUM QUALIFICATIONS:  Applicants must have education, training or experience demonstrating 

competence in the following areas: 

 

1. Associates Degree with knowledge of basic office machines. 

 

2. Knowledge of Office practices and procedures. 

 

3. Knowledge of record keeping and files management. 

 

4. Ability to communicate effectively orally and in writing. 

 

5. Knowledge of computers, which include Microsoft Word, and Microsoft Excel.  

 

6. Must have a valid driver’s license. 

 

 

DUTIES & RESPONSIBILITIES 

 

 Responsible client intake and data entry for all clients. Support staff will enter and update all 

basic client data, including but not limited to address contact information, and income 

information. 

 Create client folders as the program guidelines require.  

 Schedule client appointments as instructed. 

 



 Answers telephones and greet the public to ensure clients and calls are directed to the 

appropriate department. 

 

 Provides callers with information such as company address, directions to the company location, 

company fax numbers, website and other related information 

 

 Assists in the ordering, receiving, stocking, and distribution of office supplies. 

 

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

 

 Operates a variety of office machines such as a computer, copier, and telephone systems. 

 

 Processes, review, and route incoming and outgoing mail. 

 

 Confidentiality is a must which includes but not limited to not sharing who visits the office and 

whose personal documents are seen in the office or anything regarding any business of First 

State Community Action Agency. 

 

 Performs other related duties as required. 

 

 

 


