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Abbie Hunt Bryce Home

Time Commitment:  Mondays through Fridays, 10 AM- 2 PM.  Will consider a candidate who wishes to volunteer one day a week, all five days, or any combination of the five.

Job Duties
· Efficiently and effectively interact with Abbie Hunt Bryce Home external and internal customers
· Properly represent the Home mission by staffing the front reception area and answering main phone
· Have working knowledge of Abbie Hunt Bryce Home staff and volunteer workforce duties 
· Greet visitors and ensure that they are properly logged in and out
· Employ solid customer service techniques in handling incoming phone calls
· Effectively communicate phone messages to appropriate staff 
· Ensure that entrance area is neat and professional in appearance
· Assist in various office tasks when requested which may include filing, mailings, watering plants, and assembling information packets
· Update staff on visitor status and communication needs before leaving

Qualifications
· Professional and friendly demeanor
· Alignment with Morning Light Core Values of Compassion, Commitment and Collaboration
· Solid communication skills with emphasis on phone customer service
· Ability to use Home phone system to facilitate internal communications
· Successful completion of background check or other screening requirements

Contact:  Renita Johnson, Home Administrator 860-0484 or rjohnson@morninglightinc.org.
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Life with care and dignity
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Morning Light fosters non-profit community programs in Indiana
for the terminally ill, seniors, families and the homebound who are
without means and in need of health, wellness, and end of life care.




