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Current Job Postings – May 2, 2014
    Hospitality/Concierge Coordinator– full time
Duties:

· Provide general assistance to residents by answering questions and problem solve on issues that arise.

· Coordinate internal moves within independent living and assist with the move-in process of new residents.

· Coordinate ongoing information between Salemtowne staff and residents.

· Document contact with residents, families and private duty personnel to keep resident files current and key staff members informed of residents’ status.

Required Education & Experience: 

· MUST be computer proficient (Microsoft Word, Excel, Power Point)

· Good at problem solving

· Good listening skills and time management skills 

· Detailed-oriented and organized

· College degree (4 year) required, Bachelor of Science in Social Work preferred

· Experience working with older adults

Internal Application Deadline is May 11, 2014
(interested associates should see Human Resources)

Don’t forget Salemtowne’s $300 Recruitment Bonus!

Applications can be obtained from Human Resources, the Community Center Reception Desk, the Healthcare Reception Desk, or the Welcome Center
