
The Jewish Community Center of Allentown 

702 North 22
nd

 Street 

Allentown, PA 18104 

Welcome Desk Associate 

Position Title: Welcome Desk Associate 

Supervisor: Membership and Marketing Director 

Department: Membership 

Professional Staff Status: Non-Exempt 

Position Summary:  

The Welcome Desk Associate is responsible for providing customer service and performing general office 

duties. He/she serves as a member of the agency staff, and reports to the Membership and Marketing 

Director.  

 
Essential Job Functions: 

 Ensures that members’ and guests’ needs are met through personal recognition, quality service and 
building rapport 

 Assist with prospective membership inquiries, information and tours; deliver outstanding customer 
service in a friendly, positive and polite manner.  

 Administer building open and/or closing procedures 
 Field all incoming phone calls in a professional, customer service-friendly manner 
 Enforce security procedures 
 Collect and process appropriate paperwork from members, non-member program participants, and 

guests 
 Offer assistance and information about programs and services at the JCC  
 Assist with membership activities and programs 
 Input member and participant data into appropriate databases, as directed 
 Serve as a liaison to maintenance staff for immediate needs 
 Complete various projects and research, as assigned  
 Handle member complaints and concerns quickly, politely and effectively  
 Actively seek information about all JCC programs to be well-educated about all happenings 
 Assume any other duties as assigned 

 
 
Job Qualifications 

 Ability to work in a public-facing, customer service role. 
 Ability to multi-task and manage multiple projects at the same time. 
 Excellent computer and typing skills; intermediate knowledge of Microsoft Word and Excel. 
 Excellent communication skills, including in-person, on the phone, and writing (e-mail and letters). 
 Current CPR/AED certification and First Aid training, or the ability to obtain. 
 High school degree or equivalent; experience working in an office environment preferred. 
 Ability to sit and/or stand for moderate periods of times; ability to lift 20 pounds.  

 


