
 

JOB DESCRIPTION 
 

 

 

Reception & Office Coordinator 

Classification: Full-Time, Non-Exempt 
Pay Rate: $25 an hour 
Location: San Ysidro, CA – In Person 

Mission Statement 

Casa Familiar's mission is to enhance the quality of life for people living in underserved and underrepresented 
communities.  

Values: Respect, Integrity, Familia, Culture, and Community. 

About This Position 

The Receptionist plays a vital role in ensuring smooth day-to-day operations and effective communication across all 
Casa Familiar teams and services. This position serves as a central point of contact for the organization, supporting 
Community Services as well as other departments by coordinating appointments, greeting clients and visitors, and 
facilitating routine communication with the public and internal staff. The ideal candidate demonstrates excellent 
interpersonal skills, strong attention to detail, and the ability to manage multiple tasks in a fast-paced, community-
focused environment.. 

Key Responsibilities 

• Create and confirm appointments for the Community Services team in a timely manner. 
• Manage calendars for booking appointments with each team member. 
• Ensure clients have all forms completed prior to their appointment. 
• Perform intake to register first-time clients in Salesforce. 
• Receive, handle, and track payment for services provided. 
• Perform general administrative tasks such as answering phone calls and managing emails. 
• Maintain and organize filing systems, both electronic and physical. 
• Main point of contact for ordering office supplies, managing inventory, and ensuring the office 

is well-maintained. 
• Input and update data in various systems and databases accurately. 
• Draft and distribute communications such as memos, emails, and letters. 
• Complete walkthrough of shared spaces regularly and submit work orders as needed. 
• Ensure the Community Center and shared workspaces are clean and ready for use. 
• Verify all events in reserved spaces are added to the Master Calendar  
• Provide administrative support as assigned. 
• Provide excellent customer service to clients, partners, and internal staff. 
• Provide timely information to clients and the public about Casa Familiar’s programs and services. 
• Stay up-to-date with programs and services offered at Casa Familiar to best direct clients and the public. 
• Collaborate with the Property Management Team on special projects and assigned tasks. 

 



 

JOB DESCRIPTION 
 

 

 

Education & Experience 

• High school diploma or equivalent required; Associate's or Bachelor’s degree in a related field preferred. 
• Minimum of 2–3 years of experience in an administrative or office support role. 
• Prior experience in an HR Assistant role, preferably within a nonprofit or similar environment, preferred. 
• Minimum of one year working in a customer-service-oriented environment. 
• Working knowledge of employment laws is desirable. 

Qualifications 

• Strong organizational and multitasking abilities. 
• Excellent verbal and written communication skills. 
• Bilingual (Spanish/English) required. 
• Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, Outlook) and other relevant software. 
• Strong problem-solving skills and attention to detail. 
• Ability to function well in a high-paced environment. 
• Excellent communication and time management skills; proven ability to meet deadlines. 
• Flexible and adaptable to changing priorities. 
• Proactive and self-motivated. 

Physical Requirements & Work Conditions 

This position requires sitting at a desk or workstation, walking, standing, climbing stairs, hearing, speaking, and the 
ability to lift up to 25 lbs. Some driving between locations and occasional evening/weekend work may be required 
depending on the organizational calendar. A background check is required. In compliance with federal law, all persons 
hired must verify identity and employment eligibility in the United States. 

To Apply 

Please submit a current resume and cover letter to HR@casafamiliar.org. Applications will be reviewed on a rolling 
basis until the position is filled. 

Benefits 

• Medical, dental, life, and vision insurance 
• 403(b) retirement plan - Casa contributes 3% of the annual income 
• Paid Bereavement, Vacation, Sick Leave, Jury Duty, and Time off 
• 12 paid holidays (subject to change) 
• Wellness days (6 per year) 
• Winter break (subject to change) 

Casa Familiar does not discriminate in employment, recruitment, compensation, termination, promotion, or any other condition of 
employment against any employee or job applicant on the basis of race, religion, color, national origin, ancestry, marital status, political 
affiliation, age, sex, gender, sexual orientation, military/veteran status, physical or mental disability (including perceived disability), 
medical condition (including cancer-related), pregnancy, genetic information, gender identity or expression, or any other category 
protected by federal, state, or local law, as those categories now exist or may be amended in the future. 


