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Front Desk Support Worker — Casual / On-call
Internal Job Posting

South Vancouver Neighbourhood House (SVNH) is on the unceded, occupied, ancestral, traditional, and stolen
homelands of the Coast Salish Nations, the x*mafkwayam (Musqueam), Skwxwu 7mesh (Squamish), and
Sali lwata?/Selilwitulh (Tsleil-Waututh) Nations.

SVNH is seeking a Front Desk Support Worker to join our oncall team. As the first point of contact for
visitors, this role supports a welcoming environment and provides information about programs, services,
and community resources.

Role and Responsibilities:
- Welcome visitors, provide program information, and offer referrals to community resources.
- Answer and direct phone calls in a friendly and professional manner.
- Monitor and respond to front desk email inquiries and follow-up as needed.
- Complete administrative tasks including photocopying, faxing, scanning, and data entry.
- Maintain awareness of lobby activity to support a safe and inclusive space.
- Process payments of fees and donations; provide receipts and reconcile the cashbox each shift.
- Enter and update membership information in the Sumac database.
- Work with program staff to maintain accurate program binders.
- Manage sign-out and return of equipment and keys.
- Track front desk supply needs and notify the Front Desk Coordinator.
- Keep the lobby and front desk area tidy; update bulletin boards and brochure racks.
- Support annual tax clinic appointment scheduling and waitlist management.
- Assist with training and supporting front desk volunteers.

Qualifications and Skills:
- Strong verbal and written English communication; additional languages an asset.
- Excellent interpersonal skills and ability to work with diverse community members.
- Organized, able to multitask and problem-solve, and comfortable in a busy environment.
- Experience with multi-line phone systems and office equipment.
- Proficient with Microsoft 365 (Word, Excel, Outlook, Teams, SharePoint).
- Able to follow directions, work independently, and ask questions when needed.
- Team oriented, flexible, and dependable.
- Clear criminal record check required.
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Hours: Must be available between 3:15 PM to 6:15 PM, minimum commitment of 3—6 hours per week. Occasional
daytime or weekend shifts may be requested.

Wage: $21.47 per hour

Application Period: March 3 — March 23, 2026

Job Start Date: April 7, 2026 (Approximate)

To Apply: Please send your cover letter and resume by email with subject “Front Desk Support Worker On Call” by
March 23th, 2026 to Veronica Wong — Front Desk Coordinator, veronica.wong@southvan.org

ANHBC is an equal opportunity employer. We place a high value on diversity and encourage qualified individuals from
all backgrounds and identities to apply. Only short-listed candidates will be contacted for an interview. No phone
calls please.
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