
 

 

Front Desk Coordinator  

Position Description 

Updated: Feb 5, 2026 

 

Position Summary 

The Front Desk Coordinator serves as the primary point of contact for all members, visitors, and 

callers at the Castle Rock Senior Activity Center. This role ensures a welcoming, well-organized, 

and efficient front office environment. Key responsibilities include phone and in-person 

reception, activity and transportation support, data entry, processing payments, reporting 

assistance, hospitality tasks, and general administrative support. Accuracy, professionalism, and 

exceptional customer service are essential in this highly visible position. 

 

Supervision 

The Front Desk Coordinator reports directly to the Assistant Director – Events, Fundraising 

and Outreach and is under the overall supervision of the Executive Director. 

 

Essential Duties and Responsibilities 

Membership & Customer Service 

• Greet, assist, and direct members, visitors, and the public to appropriate staff or 

resources. 

• Respond to questions regarding Senior Center programs, services, and community 

resources. 

• Prepare and send monthly birthday postcards. 

• Enter and maintain all membership data, including processing new and renewal 

memberships. 

• Place monthly follow-up calls to members with expired memberships. 

 

General Office Support 



• Provide administrative support to ensure efficient, effective daily operations. 

• Receive, direct, and relay telephone messages using a multi-line phone system. 

• Manage activity, service, and event sign-ups, including verifying payments, maintaining 

waitlists, and processing cancellations. 

• Enter activities, services, and member information into SchedulesPlus. 

• Receive and process shuttle donations from vehicle pink boxes. 

• Process payments, run credit card transactions, and operate the cash register. 

• Prepare and send monthly membership renewal letters, complete renewal retention calls 

and reporting. Also share reports with Director and Membership/ Outreach Chairperson 

• Prepare name tags for events and activities. 

• Maintain organization and cleanliness of the front desk area and countertops. 

• Assist staff with mailings, special projects, data collection, and research as assigned. 

• Update room assignments on the monthly electronic calendar. 

• Send thank-you letters and record donations in SchedulesPlus. 

• Perform additional duties as assigned. 

 

Transportation Support 

• Receive transportation requests and cancellations (phone/in-person), review online 

schedules, and complete required documentation. 

• Serve as priority contact for volunteer drivers, answering driver calls and relaying 

information as needed. 

• Maintain communication with volunteer drivers throughout the day and assist the 

Transportation Coordinator with confirming riders. 

• Assist with the rider screening process and share accurate information about 

transportation policies and services. 

 

Hospitality & Facility Support- (shared with Front Desk Administrative 

Assistant) 

• Morning: Set up coffee and breakfast snack service in the Vista Room. 

• Afternoon: Prepare afternoon treats, pop popcorn on designated days, or coordinate with 

volunteers for assistance. 

• End of Day: Clean up snack service area and prepare snacks for the following day. 

• Organize freezer donations by month; date and store items from community partners 

(Starbucks, Safeway, Panera, etc.) to ensure proper distribution. 

• Room set-up for activities, etc. 

 

Experience & Training Requirements 

• Proficiency in Microsoft Office Suite required. 

• Data entry experience preferred; experience with database software is beneficial. 

• Experience using a multi-line telephone system required. 

• Prior work experience in an office or customer service environment preferred. 

• Strong initiative and ability to work independently. 



• Associate degree required. 

 

Physical Requirements 

• Ability to lift up to 25 pounds. 

• Ability to perform activities requiring simple grasping, fine motor skills, and general 

mobility. 

• Ability to converse clearly in person, by phone, or via hand-held radio and recognize 

alarms or safety signals. 

• Ability to visually observe written materials, circumstances, and surroundings at near and 

far distances. 

• Ability to move throughout the Senior Center campus as needed. 

 

Other Requirements 

• Ability to interact professionally with the public, members, volunteers, and staff. 

• Ability to remain flexible, calm, and effective when handling unexpected situations. 

• Ability to adapt to a fast-paced and ever-changing work environment. 

• Ability to recall and follow established procedures. 

• Strong problem-solving skills for handling unanticipated circumstances. 

• Ability to read, understand, and follow written instructions and information. 

 

Acknowledgement 

Position descriptions are dynamic and may be updated as programs and services evolve. Employees are encouraged 

to discuss ways to improve role effectiveness with their supervisor. 

• I have received a copy of the Employee Handbook. 

• I have received a copy of the Center’s Bylaws. 

I have read and understand the job description, and my questions regarding duties, responsibilities, and requirements 

have been answered. 

Employee Signature: ___________________________Date: ___________________ 

Supervisor Signature: __________________________Date: ___________________ 

 


