
Job Announcement 
February 2011 

Bilingual Receptionist (On Call) 
MALDEF 
Los Angeles National Headquarters 

MALDEF is the nation’s leading non-profit Latino civil rights law firm.  Founded in 1968, MALDEF works 
to safeguard the civil rights of Latinos and to increase the community’s ability to participate fully in 
American society.  We currently seek an on-call Bilingual Receptionist to answer telephones, greet 
guests, and perform administrative tasks on for our Los Angeles office on an as-needed basis. 

Job Responsibilities:  The Bilingual Receptionist is responsible for staffing the front desk of a busy 
law office simultaneously managing incoming calls, greeting and announcing guests, accepting packages 
and mail, performing general clerical duties, and is responsible for maintaining daily staff sign-in records.  
Receives visitors and provides organizational information to guests and community members.  
Processes and distributes incoming and outgoing mail, packages, and faxes; opens, stamps, and sorts 
mail. Performs miscellaneous clerical work of a type that can be performed while balancing receptionist 
duties and provides administrative support and coordination of special events.  Responsible for 
scheduling public meeting rooms, communicating with building services staff to ensure that rooms and 
required equipment are set up, and collects room rental fees. May compose and prepare 
correspondence and memoranda from brief instructions, or on own initiative depending on need.  
Performs other related duties as assigned. 

Requirements:   Minimum High School graduation or GED and one (1) year experience in reception 
and clerical work is required. Up to 6 months formal verifiable training in reception and secretarial work 
can be substituted for up to 6 months experience.  Must be fully bilingual in English and Spanish.  Must 
be available to work on short notice for up to 8 hours per day. 

Desired Qualities:  The successful candidate will possess general knowledge of organizations in 
area to which persons can be referred for information and help; ability to speak clearly and fluently in 
English and Spanish when identifying the organization and answering questions. Ability to write 
proficiently in Spanish highly preferred.; Skill in answering requests for information, tactfully putting 
telephone callers on hold and receiving visitors to the office; explaining reasons for keeping them waiting, 
following up to remind staff that visitors are waiting and greeting frequent visitors by name; ability to 
recognize small differences in letters and numbers, indicating clerical ability sufficient to proofread, 
perform clerical collation, log and put exhibits and reports together, fill in forms, etc.; ability to learn 
simple legal terminology and office procedures. Knowledge of general office procedures and routines; 
knowledge of arithmetic to level of percentage, and the ability to work under the stress of constant 
interruption by telephone and visitors required. A demonstrated proficiency in English language usage, 
grammar, spelling, and syntax to compose, edit, and proofread correspondence and written materials is 
required.  Candidates must be able to perform work in am office setting, requiring ordinary physical 
activity such as extracting files and carrying case folders from one office to another  

Compensation:  $9.00 per hour. On Call.  No benefits. 

To Apply:   Send cover letter and résumé by email to: jobs@maldef.org.  Please include the following 
in the subject line of your email:  Your Name – LA Receptionist.  Attachments should be in .doc, .rtf, .txt 
or .pdf format.  Incomplete applications will not be considered. 

Position Open Until Filled.  
Equal Opportunity Employer 

 
For more information, visit: www.maldef.org 

Follow us on Twitter: @maldefjobs 


