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Williamsburg Redevelopment and Housing Authority is  seeking for a Part Time Front Desk Clerk
Applicants must sign and understand a confidentiality agreement
· Professional appearance required.
· Good oral and written communication skills, proficient in Microsoft word and excel.
· Greets and assist clients, answers telephone, and provides routine information as requested.
· Assists in keeping tenant accounting records and performs miscellaneous support functions.
· Maintains accurate and current filing systems
· Types letters, reports, and minutes.
· Schedules appointments and maintains an office calendar. 
· Handles sorting and distribution of mail
· Hours  8-4:30 M,T, Th, F 
· Sliding pay scale

Send resume to the Williamsburg Redevelopment and Housing Authority, P.O Box 411, Williamsburg, VA 23187

Equal Opportunity Employer
