
1.1 Intake Coordinator / Office Administrator 
 

REPORTS TO:  Executive Director / Director of Counseling Center 

 

EMPLOYMENT CLASSIFICATION:  Part-Time. Hourly 

 

PURPOSE OF THE POSITION: 

 

The Intake Coordinator / Office Administrator will support the staff by facilitating administrative tasks in our 

counseling center on our Jasper campus and being the first point of contact for those seeking counseling. This 

includes taking phone calls for those seeking counseling and also greeting our clients in the Jasper office. Will 

facilitate client payments for services in counseling center including determination of payment, receipt, and 

reporting to finance manager.  Will also be in charge of all scheduling for our counselors with clients.  

 

PRINCIPAL DUTIES AND RESPONSIBILITIES: 

1. First line of communication w/public (receptionist/greeter and telephone) 

2. Will facilitate the payment process for our counseling center, this includes setting of client fee, receipt of 

payment, and preparation of weekly reporting and payments to be turned into finance manager. 

3. Will work with counselors helping facilitate client scheduling making it more efficient and client friendly. This 

also includes confirming upcoming appointments. 

4. Maintain a database with basic contact and demographic information for our counseling center clients. 

 

5. Set up and maintain databases for special projects and mailings. 

6. Answers phone and direct calls/takes messages. 

7. Files correspondence and other documents. 

8. Buys stamps and office supplies/orders and shelves office supplies. 

9. Makes bank deposits 

10. Performs other duties as assigned by the Counseling Center staff or Executive Director. 

QUALITIES: 

 

1. Christian.  Attends church regularly.  Agrees with the Joy House Statement of Faith. 

2. Senses a call to this ministry. 

3. Good character, health, and emotional stability. 

4. Flexible.  Able to adapt to some occasional schedule changes. 

5. Organized, efficient, and able to work without always having detailed descriptions. 

6. Able to multi-task and prioritize tasks that need to be done now as opposed to those that are not urgent. 

7. Attention to detail. 

8. Self-motivated and takes great pride in doing job well. 



9. Self-sufficient from a technical and work ethic standpoint. 

10. Must maintain the confidentiality of our clients. 

11. Team player, trustworthy, dependable, friendly, and warm. 

REQUIREMENTS: 

1. Education and Experience 

a.  High school diploma or GED. 

 

b.  Previous experience. 

 

c.  Experience in generally accepted office procedures including filing, letter/memo formats, answering the  

telephone, greeting visitors, etc. 

 

d.  Excellent written (grammar and spelling) and verbal skills. 

 

e.  Portray professional image. 

 

f.  Ability to multi-task and prioritize. 

 

g.  Excellent public relations skills. 

 

h.  Pleasant telephone voice and courteous manner toward visitors. 

 

2. Technological 

 

a.  Data Entry experience preferable. 

b.  Communication skills needed for preparing effective correspondence and reports. 

c.  Able to use computer word processing and database programs effectively.  Good typing skills. 

3. Other 

a. Shares clean-up chores with other staff. 

b. Must be able to lift up to twenty-five (25) lbs. 

 


