Inspired by the gospel of Jesus and the example of Francis of Assisi, the Capuchin friars of the Province of St. Joseph, together with our partners in ministry, prayerfully build sister-brotherhood in the world.  We attend simply and directly to the spiritual and other basic human needs, especially those of the poor and disenfranchised, promoting justice for all.
The House of Peace is currently seeking a part time Receptionist.  The primary purpose of this position is responsible to greet and assist guests and to perform administrative support functions.     
 Qualifications: 
· High School diploma or GED required
· Two years’ experience in an office environment with demonstrated effective  customer service skills.
· Develop and distribute monthly and annual statistical report. 
· Develop and maintain a list of contact people for community organizations working with the House of Peace.
· "Handles telephone calls and requests for information from guests and community organizations. 
· Provide secretarial support to employees.   •         
· Coordinates mail handling and distribution. 
· Assist in House of Peace services, programs and activities.
· Work with Capuchins, employees and volunteers to develop a comfortable, hospitable and supportive environment for guests of the House of Peace.    
· Some periodic local travel may be required.  
The work schedule is generally Monday – Friday, 8:00 am – 4:00 pm with evening and weekend work related to ministry needs.
Please submit letter of interest and resume to:
employment@thecapuchins.org   Include Receptionist/part time in the subject line
OR
Attention: Human Resources
Receptionist/part time
The Province of St. Joseph of the Capuchin Order
1820 Mt. Elliott Street
Detroit, Michigan  48207
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