
Receptionist/Security (Part time) 
Pittsburgh Harbor Light Center 

= 

Job Title:  Receptionist/Security (Part time) 

Supervisor/Department Head:  Cheryl Jones Haigh, Administrative Secretary 

Job Summary: Responsible to maintain security and confidentiality of the Harbor Light Center while 

pleasantly welcoming visitors to the building and answering the phone. 

Essential Duties and Responsibilities:  

 Monitor admissions into the building through a lock/door security system. 

 Greet and receive visitors to the Harbor Light Center.  Have visitors sign in and call the person they are 

requesting to see to inform of their arrival. 

 Answer the Harbor Light Center telephones.  Use phone log sheet to log each incoming call.  Direct call 

to appropriate person.  Take phone message when necessary (include a phone number on message).  

Maintain client confidentiality (we cannot say if a client is here and cannot take messages for them). 

 Monitor client sign in/out sheet. 

 Check all clients' packages, backpacks, etcetera, coming into or leaving the building.  (If there is a 

problem, such as finding something that belongs to the Center, contact a staff member immediately.) 

 Collect client I.D. badge and locker key when client leaves the building. 

 Initial sign-out sheet by time-in and time-out indicating you have checked baggage and have collected the 

client's I.D. badge and locker key or returned I.D. and locker key when they have returned to the building. 

 Midnight shift - Make hourly rounds with the watchman clock. 

 Weekends - Monitor client visitations. 

 Sunday Service - Provide house count as well as monitor attendees' demeanor. 

Additional Responsibilities: 

 Assist staff members when asked, by performing minor tasks, i.e., fold/staple/sort papers, etcetera. 

 Take client urines when needed. 

 Other duties as assigned as the program develops. 

Knowledge, Skills and Abilities: 

 Strong verbal and written communication skills. 

 Ability to implement procedures to maintain a healthy, comfortable and pleasant environment at the 

Harbor Light Center. 

Education and Experience: 

High School diploma or GED equivalent. 

Experience in an office setting.| 

References required. 


