
 
 

Job Posting 

Campus Concierge 
 

The Organization 
The North Lawndale Employment Network (NLEN) is a comprehensive workforce development agency on Chicago’s 
West Side dedicated to advancing the economic outcomes of North Lawndale residents through innovative job 
readiness and financial literacy programming and the operation of social enterprises.  In Spring 2021, NLEN will 
transition to a new campus which will feature a premier community café for residents and stakeholders. To learn 
more about our new campus, click here: https://blockclubchicago.org/2020/11/30/west-side-job-readiness-campus-
gets-2-5-million-boost-from-city-grant/ 
 

The Opportunity 
As the first point of contact, the Campus Concierge will provide reception services for Guests to contribute to an 
overall exceptional campus experience from check-in through check-out.  This position with liaise with the Security 
team to ensure campus policies and guidelines are adhered to; and interface with the Facilities Manager for meeting 
reservations, coordination and logistics. 
 
Responsibilities include (not limited to):  

 Addresses guest interactions with the highest level of hospitality and professionalism, accommodating 
special requests whenever possible 

 Announce client arrivals to appropriate personnel via phone or intercom system 
 Schedule and conduct campus tours to community, donor stakeholders, new hires, new client participants  
 Maintain an accurate and thorough knowledge of the North Lawndale neighborhood, NLEN/SB history, 

mission and programs and be prepared to share with visitors or callers  
 Answer incoming calls, record messages and route messages or callers to voicemail boxes of appropriate 

staff and personnel in a timely manner 
 Manage planning and coordination of posting programs/services for external signage and video display 
 Manage on-site event planning in concert with the Facilities Manager including logistics 
 Update meeting requestors in a timely manner on any changes to the scheduled meeting or reserved space 
 Offer solutions to resolve guest and employee needs, including scheduling conflicts 
 Works in conjunction with IT department and Facilities Mgr. to set up and/or resolve audio visual issues 
 Coordinate with Facilities Mgr. the need for additional resources for conference center reconfigurations 
 Monitor etiquette guidelines related to first floor common areas and meeting spaces 
 Assist Operations in the planning and execution of company-wide special events 

 

Ideally you have… 
 Associates Degree; or high school diploma with college course credits  
 3+ years Front Desk, Customer Service or Hospitality experience 
 Strong interpersonal skills – able to problem solve “people” issues and respect a variety of personalities, 

learning styles and working and communication styles 
 Strong spoken and written communication skills 

 

Why you should apply 
 Great Schedule: Monday-Friday / 9a – 5p  
 PAY RATE AND BENEFITS: $18.00/hour + 

Medical, Dental, and Vision Insurance 

 Paid Vacation 
 401k 

 
Those interested should submit a resume to careers@nlen.org 
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