
 

                                           

 

 

  

 

On-Call Event 

Receptionist 

Hours:  
Hours are not set, as this is an on-call position; while most events are on Saturdays and Sundays, 

events can take place anytime between 8am through midnight/1am. 

  
Position Description: 
Hartley House is a historic settlement house in New York City which has been serving the 

surrounding Hell’s Kitchen neighborhood since 1897. Programs include after school and summer 

day camp programs for children, support services for neighborhood seniors, creative arts 

programs for all ages 

and adult education programs. Reporting to the Space Rental Coordinator, the on-call Event 

Receptionist is responsible for the main communication hub and lobby area of this organization. 

All visitors and phone calls funnel  

through this portal and the receptionist is generally the first person someone comes in contact 

with; s/ he is an ambassador for the organization. The receptionist is responsible for the basic 

duties such as answering phones, taking detailed messages, reviewing guest lists, logging in 

packages and collecting payments for special events. 

 

Qualifications: 
We are seeking a computer savvy receptionist for our front desk during events. The perfect 

candidate will be an articulate, mature, responsible and trustworthy individual with a pleasant 

demeanor. Previous security background preferred but not required. Receptionist will greet 

visitors and direct them to the appropriate areas for their special events, as well as handle basic 

receptionist duties. Responsibilities also include monitoring visitors during special events, 

conducting walk-throughs of the property, and serving as a liaison between the renter(s) and 

Space Rental Coordinator. The hours required for this position are primarily on Saturdays and 

Sundays, anytime between 8am through midnight/1am. Weekday hours may also be available. 

This is an on-call/as needed position. This position requires excellent interpersonal skills, the 

ability to multitask, prioritize and work independently on special projects that may be assigned 

by either the Space Rental Coordinator or Reception Manager.  

 

Salary: 
$12 per hour 

Please submit a cover letter, resume, and three professional references by email to 

lezlie@hartleyhouse.org. Indicate “Event Receptionist” in the subject line. No phone calls 

please. 
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