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Position Title: Front Desk Receptionist  

Reports To: Chief Operating Officer 

Compensation: Full-time. Competitive, commensurate with experience. Full benefits.  

 

About Youth UpRising 

In just a few years since it’s opening in 2005, Youth UpRising (YU) has gone from a barebones 

operation to a bustling, 25,000-square-foot, high-tech youth leadership development center.   

 

YU serves Alameda County residents between the ages of 13 and 24 – primarily youth of color 

from low-income neighborhoods in East Oakland where the center is located.  Through 

innovative, culturally relevant programming in the areas of Arts & Expression, Career & 

Education, and Health & Wellness.  YU also operates three Social Enterprises consisting of YU 

Eat (food service), YU Clean (janitorial), and YU Green (landscaping). YU attracts an 

astounding and ever-expanding membership of over 4000 youth.   

 

YU envisions community transformation driven by investments in youth and young adults that 

result in the personal, social and economic transformation of all residents.  YU exists to build 

healthy, economically robust communities in East Oakland and the surrounding county, creating 

social change by harnessing the leadership of young people through consciousness raising, 

personal transformation, hard skill cultivation and leadership development. 

For more information about Youth UpRising go to:  www.youthUpRising.org 

The Opportunity 

Youth UpRising offers the successful Front Desk Receptionist an opportunity to join a dynamic 

organization with a compelling mission and a successful track record of attracting, engaging and 

serving a high-risk population in strategies for personal, professional and community 

transformation.  

In joining YU’s staff, the Front Desk Receptionist will become part of a high-performing, warm, 

diverse team that includes people indigenous to the community, those who are deeply committed 

to social change, and youth within our target population who help to keep the organization 

attuned to the current realities of youth culture.   

The new Front Desk Receptionist will be positioned for success and ongoing professional growth 

as YU develops the programs and practices that will position us to become a national leader in 

youth leadership development and urban community transformation.   

Front Desk Receptionist – Position Summary  

Youth UpRising seeks a responsible, relationship building focused Front Desk Receptionist to 

manage YU’s front desk, including all aspects of youth intake and people management, further 

positioning Youth UpRising as a leader in the field of youth leadership development and urban 

community transformation.   

http://www.youthuprising.org/
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The Front Desk Receptionist is responsible for 1) Managing the Flow of People In/Out of the 

Center; 2) Office Management Duties; 3) Support with Member Intake/Orientation Process; 4) 

Data Entry and Tracking. 

Successful candidates will be self-motivated with the experience and skills necessary to work 

effectively within a context that requires flexibility, a sense of humor and capacity to flourish in 

a fast-paced, deadline-driven environment.   

Primary Responsibilities 

Managing the Flow of People In/Out of the Center 

 Maintain a friendly and welcoming demeanor at all times 

 Assess membership status (scan cards) prior to granting access to facility & programming 

 Greet and screen all visitors and members upon entering the center and answer all initial 

questions or inquiries 

 Work closely with Culture Keepers to ensure proper entry and exit from the center 

 Monitor member flow in the living room area 

 Develop supportive, appropriate relationships with YU members and/or parents to 

understand their needs and effectively link them to appropriate resources 

Office Management Duties 

 Sign for packages/deliveries and distribute mail to appropriate staff 

 Take detailed messages from callers or walk-ins and distribute to staff accordingly 

 Check voicemail messages on an hourly basis and distribute accordingly 

 Manage multi-line switch board and efficiently fields all calls to the appropriate staff  

 Light cleaning and center maintenance 

 Assist with center tours as needed 

 Assist with meeting scheduling and event set-up/take down as needed 

 Update white board daily with current programming and center activities 

Support with Member Intake/Orientation Process 

 Distribute, collect and copy new member application materials 

 Support with new member tours 

 Speak to YU house rules and programmatic options available to new members 

  Introduce new members to appropriate staff, when necessary  

Data Entry and Tracking 

 Track member and non-member entry in database  

 Support with accurate database management, including data entry as needed 
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Other duties as needed and assigned. 

Qualification and Competency Requirements 

Positional Competencies – required for our Front Desk Receptionist 

 Strong administrative skills (typing, computer, data entry, phone, etc.) 

 Strong knowledge of Microsoft Outlook, Word & Excel 

 Bi-lingual, speaking fluent Spanish and English is a plus  

 Excellent organization, prioritization and interpersonal communication skills 

 Ability to take initiative and consistently use direction and maintain confidential 

information 

 Strong customer service experience 

 Work well and remain patient under stressful, fast paced situations 

 Work well individually and with others—team player 

 Ability to multi task and prioritize according to requests and deadlines 

 Must be extremely punctual and reliable at all times 

 Ability to use good professional judgment at all times 

Core Competencies - required of all staff for successful performance at YU. 

 HIGH PERFORMANCE - Strong work ethic • Results oriented • High energy • High 

integrity • Reliability • Committed to Excellence • Takes initiative and gets things done • 

Demonstrated success in an entrepreneurial setting, with the ability to think strategically 

while executing tactically within a resource-constrained environment.  

 ORGANIZATIONAL SKILLS - Detail oriented • Tracks results • Demonstrates good 

work habits • Effectively uses their and other people’s time • Comes to tasks/meetings 

well prepared • Has basic computer skills • Develops efficient systems, processes and 

tools • 

 FLEXIBILITY - Adapts to new information or circumstances • Willing to wear many 

‘hats’ to get the job done • Creative in troubleshooting and finding solutions • Able to 

flourish in a fluid environment • 

 POSTITIVE ATTITUDE - Able to maintain composure, hope and a sense of humor amid 

challenges • Able to remain positive and see solutions among difficult issues • Stamina • 

Able to manage and diffuse stress • 

 SOCIAL SKILLS - Able to work with a variety of people • Able to communicate with 

respect and clarity • Open to different viewpoints • Able to disagree without animosity • 

Self-aware • Compassionate • Collaborative • Able to give and receive candid feedback • 

A role model • 

 CRITICAL THINKING - Thinks interdependently, framing the goals of one 

department/project within the entire vision • Sees current issues and challenges within a 
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broad framework • Makes decisions that have the greatest long and short term positive 

impact • Thinks ‘outside the box’ – beyond given paradigms • Able to access resources 

(money, people) to advance solutions • Able to reflect on and improve both content and 

delivery • Open to developing awareness of the structural factors (socioeconomic 

context) impacting our communities •  

Start Date:  Immediately.  Applications accepted until position is filled.   

Compensation: Competitive, commensurate with experience. Full benefits package.  

How to Apply: Email resume, cover letter and four professional references to 

talent@youthuprising.org. Include “FRONT DESK RECEPTIONIST – [Your Name]” in the 

subject line.  

Youth Uprising is an Equal Opportunity Employer.  Youth Uprising strives to reflect the diverse 

community it serves. 

Applicants who contribute to this diversity are strongly encouraged to apply. 

 

mailto:talent@youthuprising.org

