CITY OF BOWIE
RECEPTIONIST, SENIOR SERVICES (Part Time)
 Community Service Department

The City of Bowie is accepting applications for the assistance with the dissemination of information to the public, and serves as the initial point of contact for telephone inquiries and visitors to the Bowie Senior Services Center.  Provides standard information regarding Center procedures, policies, services, etc. upon request.  Responsible for mail distribution, routing of telephone calls, register new members with the Center and other administrative duties. Hours: Tuesday & Wednesday 9:00 am -3:00 pm and Thursdays 12:00 pm -4:00 pm. 


MINIMUM QUALIFICATIONS:
· Valid Driver’s License
· High School Diploma or equivalent
· Three years previous administrative support experience
· Excellent written and verbal communication skills
· Computer experience in Word, Excel, Outlook and accurate typing skills a must

SALARY:   $22.96 Hourly 	

HOW TO APPLY:  PLEASE VISIT THE CITY’S WEBSITE AT:  WWW.CITYOFBOWIE.ORG AND CLICK ON THE EMPLOYMENT LINK.

[bookmark: _Hlk210912480]APPLICATION DEADLINE:  NOVEMBER 7, 2025 BY 5:00 PM

All applicants MUST submit a completed City of Bowie employment application in order to be considered for this opportunity.
 
[bookmark: _Hlk210912519]A proud Equal Opportunity Employer, the City of Bowie is committed to providing a fair and inclusive work environment where all employees are valued and respected. This commitment is a vital part of the City’s organizational culture and values.

