Title: Receptionist / Data Entry Clerk
Employer: New Haven Works
Location: New Haven, CT
Deadline to apply: Nov 9, 2013
Salary: $18/hour with benefits

A new nonprofit in New Haven, CT, New Haven Works provides job placement assistance to New Haven residents, ensures that local employers have access to trained and qualified candidates, and is a resource to the workforce development community of South Central Connecticut. New Haven Works seeks to build a middle class in an urban center and improve economic stability in all New Haven’s communities by providing employers with a trained and qualified workforce and connecting New Haven residents to good jobs.

Position Summary:
The Receptionist / Data Entry Clerk provides front desk reception and administrative support for New Haven Works. S/he reports to the Program Manager and is responsible for communicating with the pubic and New Haven Works participants and the accurate collection and reporting of data for performance measurements.

Responsibilities:
Greet visitors, describe New Haven Works’ process and requirements, and act as ﬁrst point of contact for participants, community and service providers; Schedule and coordinate appointments for all individual meetings, workshop sign-ups and other events; Maintain participant paper and computer file systems; Input intake forms, upload documents, and enter other materials in online database.

Qualifications:
City of New Haven Resident; High School Diploma or equivalency and 2 years work experience in office setting; Bi-lingual English/Spanish required, excellent written and oral communications; Computer Skills (MS Word, Gmail, Google Docs).

Application Instructions:
New Haven Works is an equal opportunity employer. The position is located in New Haven, CT and is full-time / 37.5 hours a week.

Interested candidates should submit their cover letter and resume to Mary Reynolds, Executive Director, at newhavenworkspipeline@gmail.com by November 9, 2013. 
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