Member Service Specialist
Part-Time | Ypsilanti Senior Center

Position Summary

The Member Service Specialist serves as the primary welcoming presence of the Ypsilanti Senior Center and plays a key role in fostering a safe, inclusive, and engaging environment for older adults. This position combines frontline member engagement with community interaction and light facility oversight responsibilities to ensure a high-quality member experience.
The ideal candidate brings strong customer service expertise, community engagement experience, and practical knowledge of building upkeep and safety awareness.

Key Responsibilities

Member Engagement & Customer Service
· Greet and assist members, visitors, and community partners in a warm and professional manner.

· Provide accurate information about programs, activities, and events.

· Address member concerns professionalism and sound judgment.

· Support front desk operations including phone calls, sign-ins, and general inquiries.

· Foster an inclusive and welcoming environment for individuals of diverse backgrounds.
Community Engagement Support
· Assist with outreach efforts and community-building initiatives.

· Support onsite events and programming as needed.

· Represent the Center in a positive and professional manner.

· Help cultivate strong relationships with members and volunteers.
Building & Safety Support
· Conduct routine walkthroughs to ensure cleanliness, organization, and safety.


· Identify and report maintenance or safety concerns promptly.

· Assist with light building upkeep tasks as needed.

· Ensure common areas remain welcoming, hazard-free, and accessible.

· Support adherence to safety protocols and emergency procedures.
Qualifications & Experience
Education
· High school diploma or equivalent required.

· Associate’s degree preferred.
Experience
· Minimum 2 years of professional experience in a combination of:

· Community engagement

· Customer service

· Facility/building support or operations

· Experience working with older adults or diverse populations is preferred.
Skills & Competencies
· Strong verbal and written communication skills.
· Excellent interpersonal and conflict-resolution skills.
· Ability to work independently and exercise sound judgment.

· Strong organizational and multitasking abilities.

· Professional demeanor with a service-oriented mindset.
Physical Requirements
· Ability to stand for extended periods.

· Ability to lift and move items up to 25 lbs.

· Ability to perform light physical tasks related to facility upkeep.
Employment Classification
Part-Time (15 hours per week). 








