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WAC Receptionist Job Posting

Position Title: Receptionist
Department/Location: Washington Conference of Seventh-day Adventists – Federal Way, Washington
Immediate Supervisor: Human Resources Department
Status: Less-Than Part-Time, Non-Exempt (Hourly)
Schedule: 16 or more hours per week
Hourly Wage Range: $18.00–$25.00 per hour
Start Date: As soon as possible
MISSION
To reach Western Washington with the distinctive, Christ-centered Seventh-day Adventist message of hope and wholeness, encouraging all to become fully devoted disciples of Jesus.
POSITION SUMMARY
The Washington Conference of Seventh-day Adventists is seeking a friendly, organized, and service-minded Receptionist to serve as the first point of contact for visitors, employees, church members, and others who contact the Conference office.
The Receptionist provides front desk coverage and administrative support to Conference departments, including assisting Human Resources with employee and volunteer background screening processes. This position requires excellent customer service, professionalism, confidentiality, initiative, and the ability to manage multiple responsibilities while creating a welcoming and Christ-centered environment.
ESSENTIAL FUNCTIONS
· Answer incoming telephone calls and direct callers to the appropriate departments or personnel.
· Greet and welcome visitors, provide assistance, and notify staff of visitor arrivals.
· Respond to general inquiries and direct requests to the appropriate individuals.
· Assist with the operation of office telecommunications and security systems.
· Follow established visitor registration and office security procedures.
· Receive, sort, and process incoming mail.
· Maintain a clean, organized, safe, and welcoming reception area.
· Assist with setting up, organizing, and supporting Conference office events and meetings.
· Monitor and maintain the cleanliness and organization of shared kitchen areas.
· Background Screening Support: Assist the Human Resources Department with coordinating and tracking employee and volunteer background checks, including providing instructions, monitoring completion status, following up on outstanding requirements, and maintaining confidential records in accordance with Conference policies and applicable laws.
· Provide general clerical and administrative support to Conference departments as assigned.
· Maintain confidentiality and exercise sound judgment when handling sensitive information.
· Perform other work-related duties and special projects as assigned by Human Resources.
EDUCATION, EXPERIENCE, AND QUALIFICATIONS
· Must be a member in good standing of the Seventh-day Adventist Church.
· Demonstrated commitment to Christ and support for the mission, beliefs, and values of the Seventh-day Adventist Church.
· Secretarial or administrative education, training, or equivalent experience preferred.
· Strong customer service, interpersonal, and organizational skills.
· Proficiency in Microsoft Office, Google Workspace, and general office technology.
· Excellent verbal and written communication skills.
· Ability to manage multiple tasks, prioritize responsibilities, and meet deadlines.
· Ability to work independently and collaboratively with minimal supervision.
· Strong attention to detail, accuracy, and problem-solving skills.
· Ability to maintain confidentiality and demonstrate professionalism and discretion, particularly when handling background screening information.
· Familiarity with general office procedures, telephone systems, and office equipment.
CONTACTS AND ORGANIZATIONAL RELATIONSHIPS
The Receptionist regularly interacts with Conference employees, pastors, educators, church members, volunteers, visitors, vendors, and members of the public.
This position requires a welcoming attitude, patience, professionalism, discretion, and the ability to communicate effectively with individuals from diverse backgrounds.
PHYSICAL REQUIREMENTS
The position involves primarily office-based work, including prolonged sitting, computer use, telephone communication, and occasional standing, walking, bending, reaching, and carrying light office materials.
Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of the position.
WORKING CONDITIONS
Responsibilities are performed primarily in a professional office environment. The Receptionist works closely with the Human Resources Department and other Conference departments.
This is a part-time, hourly position scheduled for 16 or more hours per week. Work hours are determined by the needs of the Conference office. Any overtime must be authorized in advance and will be compensated in accordance with applicable law.
COMPENSATION AND BENEFITS
Hourly Wage Range: $18.00–$25.00 per hour
Paid Sick Leave: Employees accrue at least one hour of paid sick leave for every 40 hours worked, in accordance with Washington State law.
This position does not offer additional employer-provided benefits. Other benefits or protections required by applicable law remain available.
HOW TO APPLY
Interested candidates are invited to apply through the Washington Conference employment website.
Applications will be reviewed as received until the position is filled.
EQUAL EMPLOYMENT OPPORTUNITY
The Washington Conference of Seventh-day Adventists is committed to providing a workplace free from unlawful discrimination, harassment, misconduct, and abuse.
The Washington Conference does not discriminate against qualified applicants or employees on the basis of characteristics protected by applicable federal, state, or local law, subject to lawful exceptions applicable to religious employers.
As a religious organization, the Washington Conference exercises its legally permitted religious hiring preferences in support of its mission and beliefs. This position requires membership in good standing in the Seventh-day Adventist Church, as permitted by applicable law.
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