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Organization 
 
The YWCA is the oldest and largest women’s organization is the world. The YWCA Spokane is 
dedicated to eliminating racism, empowering women, standing up for social justice, helping 
families, and strengthening communities. Since 1913 the YWCA of Spokane has served as a 
source of strength for women and children in the Spokane community. The YWCA of Spokane’s 
three umbrella programs include the Alternatives to Domestic Violence Program providing a 24 
hour crisis line, emergency shelter, housing, counseling and legal services, the Women’s 
Opportunity Center providing job readiness assistance and Children’s Services which includes 
Child Advocacy and the Early Childhood Education and Assistance Program. For more 
information please visit www.ywcaspokane.org 
 
Receptionist  Position Summary  
 
This self-directed and professional leader will serve as the first face of the YWCA Spokane and 
be responsible for providing an exceptional customer service experience to clients, staff, 
donors, and other constituents.  Primary job duties are to greet visitors in a friendly and 
professional manner, answer and transfer a variety of incoming calls, directing clients/guests to 
the appropriate department, accept donations on behalf of the YWCA Spokane, answer 
resource questions, and manage incoming/outgoing mail and packages.  As a representative of 
an organization providing confidential services client confidentiality and adherence to program 
and security protocols is key. Training in the delivery of trauma informed service will be 
provided. 
 
Responsibilities 
 
This position may be assigned all or some of the following job responsibilities: 
 

1. Answer the main YWCA Spokane phone line. 
2. Handle crisis situations with clients/community members at the reception desk. 
3. Direct clients to the appropriate YWCA Spokane program or service. 
4. Receive mail and packages into the YWCA Spokane; sort and distribute to the correct 

department locations. Also the primary contact for client mail. 
5. Answer questions about YWCA Spokane programs and schedules and provide general 

referral information. 
6. Serve as liaison to supply vendors. Order supplies for the organization as needed. 
7. Receive various gift in-kind donations dropped off at the YWCA Spokane, identify correct 

department distribution, and support donation flow distribution in collaboration with the 
receiving department. 

8. Input in-kind donations into Raiser’s Edge donor database and provide other support in 
Raiser’s Edge as needed. 

9. Support and assist agency staff with additional projects as needed.  
10. Performs all other duties as assigned. 
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Qualifications 

 
• Minimum of 3 years working in a busy reception environment. 

• Demonstrated ability to remain calm and professional under stressful situations. 

• Exceptional references. 

• Applicants must pass a background check.  

 
Benefits 
 
The position is 40 hours per week. 
Hourly rate: $13.00 
This position includes paid holidays and personal time off; employer sponsored life insurance, 
disability insurance and retirement. 
 
How To Apply 
 
To apply for this position please submit your resume and cover letter to 
ywcajobs@ywcaspokane.org. Please no phone calls. 
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