
Job Title: Front Desk Coordinator 
Job Type: Part-Time 
Salary Range: $15/hr - $22/hr 
Number of hires for this role: 1 

About the Urban League Twin Cities (ULTC) 
For more than 90 years, Minnesotans have looked to the Urban League as a source of strength in the community. 
From employment to education to engagement, the Urban League seeks to help African descendants strive for and 
achieve economic empowerment and self-sufficiency to build wealth that can be passed down from generation to 
generation. 

We envision a future in which African descendants can be fully engaged, empowered and invested in the success 
and well-being of the Twin Cities metro area. The Urban League understands that the cultural heritage and assets 
of people of African descent are a rich resource of creativity, power and beauty. 

About the position 
The Front Desk Coordinator is responsible for the successful operation of the organizations front desk and lobby 
area. The FDC trains and oversees the Resource Room Receptionist to ensure clients, guests, vendors, tenants, and 
staff receive the highest level of customer service. The FDC is responsible for scheduling and tracking the renting of 
ULTC’s conference, meeting, and banquet rooms to include renting the outdoor areas of the Glover Sudduth 
Center.  

Primary Duties and Responsibilities 

Front Desk Support (50%) 
• Create a positive first impression of the organization (in point of entry, written, verbal, and electronic

communication, and physical environment)
• Manage the front desk and lobby area by keeping the space tidy and organized
• Answer and return phone calls and emails
• Expose all guests to a warm, friendly, and welcoming environment
• Demonstrate professionalism toward fellow employees, tenants, clients, and guests
• Ensure completion of paperwork, sign-in, and security procedures
• Resolve difficult issues regarding clients and guest complaints and other matters
• Exercise tact, understanding, and empathy when addressing the needs/concerns/inquiries of internal and

external guests
• Work closely with Director of Operations/HR, and directors and managers in other intersections on

updating policies and procedures relating to customer service and client intake procedures
• Train all front desk and resource room staff including volunteers and interns
• Ensure proper COVID-19 PPE and protocols are in place
• Consistently anticipates and exceeds customer expectations
• Accepts and signs for mail and packages
• Responsible for covering the front desk during and after business hours, including weekends and events

Customer Intake (25%) 
• Assist Director for Operations/HR in the creation of a Customer Intake Process
• Serve as Client Intake Specialist by completing intake form for all clients and guests that enter GSC



 
• Provide clients and guests with a fact sheet containing information about ULTC, our services, and what 

they can expect 
• Provide clients and guests with information on current tenants and the services offered 
• Assess client needs and identify ULTC services that might be appropriate and/or make appropriate 

referrals (or appointments) to internal programs and external resources 
• Provide client with proper contact information and ensure contact is made with the client within 24 hours 

 
Facility Use & Room Rental (25%) 

• Ensure room availability and make room reservations for clients, guests, tenants, and staff 
• Answer and return phone calls, emails, and inquiries of individuals looking for event space 
• Book and track rooms upon availability 
• Discuss pricing for each specific area and recommend best space for event  
• Show individuals different event spaces and discuss layout of each 
• Communicate what can and cannot be done in each space 
• Work closely with Director of Operations/HR to accept payment of damage deposit and rental fees  
• In consultation with the DO/HR, secure maintenance staff for event set-up and clean-up 
• Secure proper staffing for each event if necessary 
• Perform pre-event and post-event inspections to determine damage and amount of deposit to withhold, 

if any 
 
Qualifications 

• High School Diploma and/or one-two years of Administrative and/or customer service experience 
• 6 months to one-year supervisory experience 
• CPR and First Aid certified (required, must be obtained within 60 days of hire) 
• Computer and database management experience 
• Excellent communication and interpersonal skills 
• Excellent customer service 
• Highly organized with strong attention to detail 
• Advanced knowledge of Microsoft Suite (Excel, Word, Powerpoint, etc.) to include Microsoft Outlook 
• Able to work independently as well as on a team 
• Reliable and punctual 
• Able to do a high volume of walking 
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