CIVIL ENGINEERS - URBAN PLANNERS - LAND SURVEYORS - LANDSCAPE
ARCHITECTS

15 Third Street
CARLILE - MACY Santa Rosa, CA 95401
Tel: 707 542 6451

Fax: 707 542 5212
“SF Jobs Now Program” POSITION ANNOUNCEMENT

POSITION: RECEPTIONIST 20 — 24 Hours Per Week
Temporary Flexible Schedule

SANTA ROSA, CA

POSTING DATE: March
CLOSING DATE: Open Until Filled
ABOUT THE COMPANY':

Carlile « Macy is a multidisciplinary design firm specializing in land development and
public infrastructure projects with a commitment to creating sustainable, livable
communities. The firm was formed in 1996 by the merger of two long-established Santa
Rosa civil engineering and landscape architecture firms. Our accomplished staff of civil
engineers, urban planners, land surveyors, and landscape architects is dedicated to
optimizing land use through responsible and thoughtful design. The firm is expert at
balancing client needs with those of the community and environment.

We are located in Northern California approximately 50 miles north of San Francisco in
the scenic Sonoma County wine country. Our beautiful City of Santa Rosa was recently
named one of the nation’s most livable communities.

Applicants MUST qualify for the SF JobsNow Program (Funded through 9/30/10)
JobsNow! Is a program for underemployed San Francisco parents; the program is
funded by the federal stimulus package (ARRA). You can read about the program
eligibility requirements at: http://www.sfhsa.org/1283.htm

1. Bearesident of San Francisco
2. Have at least one minor child (even if you do not live with that child)
3. Show proof of right to work
4. Have recent previous income under the program limits
PLEASE DO NOT APPLY UNTIL YOU HAVE QUALIFIED FOR THE PROGRAM

POSITION SUMMARY::

We are looking for a temporary, part-time professional Receptionist to manage our front
desk/lobby area; some experience required. The 20 -24 weekly hours are flexible. You
must be a self-motivated, detail-oriented, organized individual with the ability to multi-
task. Accurate typing/data entry skills are required.
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ESSENTIAL FUNCTIONS:
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Demonstrates a high level of professionalism, professional appearance and
attitude.

Greet and direct visitors.

Excellent multi-line telephone skills.

Ability to type business letters, transmittals, and other documents, as necessary.
Performs general clerical duties, including but not limited to filing, photocopying,
faxing, and mailing.

Oversee and coordinate incoming and outgoing facsimiles.

Receive incoming packages and deliveries and route to appropriate party.
Prepare packages for timely mailings of Federal Express, Airborne Express, and
On Trac, and replenish supplies when needed.

Order lunches and ensure delivery or pick up for scheduled appointments as
requested.

Assist HR Manager in coordinating travel arrangements for employees.

Assist HR Manager with scheduling seminar and workshop trainings for
employees.

Assist HR Manager with monthly All Staff meetings.

Update and distribute new phone list, add name to mailbox slot, and ensure desk
supplies are available for new employees.

Maintain cleanliness of kitchen, lobby, and conference rooms.

Oversees conference room scheduling and set up and clean up.

Performs all other assigned related duties.

SKILLS, KNOWLEDGE & ABILITIES:

1. Computer literacy with knowledge of Microsoft Word, Outlook and web
research.
2. Excellent verbal and written communication skills.

PHYSICAL DEMANDS: The physical demands described here are representative to

those that must be met by an employee to successfully perform the essential functions of
this job. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions:

1. Regularly required to use hands to finger, handle, or feel; reach with hands
and arms; climb or balance; stoop, kneel, crouch, or crawl; talk or hear; and
taste or smell.

Perform some repetitive motion activities.

Sit for long periods of time.

Ability to lift 25 pounds.

Specific vision abilities required by this job include close vision, distance
vision, color vision, peripheral vision, and ability to adjust focus.
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DESIRED EDUCATION AND EXPERIENCE:

1.

2.

High School diploma and a minimum of one to three years front desk reception,
office administration support, preferred.
Possession of a valid Class C California Driver’s License.
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HOURS: FLEXIBLE: 20 to 24 hours a week
SALARY:: $12.00 Hour (no benefits)

APPLYING PROCESS: If you are interested in applying for this position, please email
a letter of interest and a resume to careers@carlilemacy.com

For more information about Carlile « Macy please visit us at www.carlilemacy.com
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