CalWORKs Program

Job Description for Peer Advisor, Front Desk Receptionist
Overview: 

The Peer Advisor (PA) position is an integral part of the CalWORKs Program staff team that includes the program director, student advisors, counselors, administrative staff and other PA’s.  Our goal is to provide on-the-job training that meets the CalWORKs Study Program guidelines. 
The primary function of the PA is to provide receptionist duties at the front desk. Under the supervision of the CalWORKs Director, who directs the work of the PA, tasks include:
· Meeting/greeting students in person and by phone
· Answering phone calls; screening & scheduling appointments by computer

· Instructing students on using our computer kiosk (reception area computer) 

· Filing confidential paperwork

· Computer projects (MS WORD, Excel): making labels; working in spreadsheets, etc.  
· Copying, making student orientation packets, stocking supplies

· Running mail/errands on campus
· Possible involvement in committee work
· Assigned work within PA’s particular skill area (creative, mathematical, etc.)

· Provide support to other departmental staff as needed

· Other assigned projects
Qualifications:

Eligibility Requirements: This position must be filled with a CalWORKs student who has a CalWORKs Study referral and maintains CalWORKs Study eligibility and satisfactory progress requirements. In addition, the student must have a Federal Work Study award for the current semester.
Personality & Communication Skills: Candidate will have demonstrable skills in being outgoing, patient and tolerant; with clear speaking voice and good writing and communication skills. 
Reliability: Candidate will have a track record of good work attendance and promptness. This position teamed with the AA II is a critical component of the department, as it is the hub for all other office activities.
Confidentiality: Candidate will join staff in maintaining a high standard for client confidentiality.
Basic Office Skills:  Candidate will have basic reception skills that would include: customer service, phones, appointment scheduling, filing and data entry. More advanced computer skills can be part of on-the-job training. This position requires multi-tasking abilities especially at the start of each semester.
Bonus: We are a close-knit harmonious group of professionals that delight in supporting the Peer Advisors that we work with.  You will find support here for your ambitions and personal situation; you will also learn the intricacies of the SonomaWORKS Program, which could be useful.
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