FRAMINGHAM HOUSING AUTHORITY SEEKS

RECEPTIONIST
DESCRIPTION:

Serve as the first point of contact for all the Framingham Housing Authority (FHA) incoming calls and visitors, provides clerical and administrative support to the FHA Staff focusing on tenant selection and subsidized housing.  Address customer, applicant and resident inquires and directing questions to the appropriate FHA staff and/or department.  Assist FHA visitors with general information of the Section 8 and Public Housing program.  This is a union position.
QUALIFICATIONS:

Two years front office experience required using a multi-line phone system.  Experience in the affordable housing or similar field preferred, high school graduate or GED equivalent.  Ability to interact professionally with a diverse range of people, strong administrative and computer skills (MS Word, Excel, Outlook, PHA Web, CHAMPS) Bilingual preferred.

SALARY:  FHA offers a generous benefits package. 

       $22.00 an hour. 
The Framingham Housing Authority is an equal opportunity employer and qualified Section 3 residents, minorities, woman, handicapped, veterans, and all above are encouraged to apply.  Send resume and cover letter to Janet Bibo, Framingham Housing Authority, 1 John J. Brady Drive, Framingham, MA  01702 or jbibo@framha.org.  Will remain open until filled.
