
 
Employment Opportunity 

The Salvation Army Community Services (Calgary) 
 

Kettle Campaign Receptionist (Saturday) 

Location: Downtown Calgary in the vibrant East Village community 

Position Type:  Temporary Part-time – 8 hours per week. Start date: November 19, 2022 

For more than 130 years, The Salvation Army has had the privilege of serving vulnerable people in 
communities across Canada. Last year, we helped over 1.7 million people. The Salvation Army not only 
provides the necessities of life such as food, clothing, and shelter, but our programs address needs such as 
addictions, language barriers, loneliness, unemployment, and family challenges. Our services continually 
adapt to meet emerging needs. 

At work in more than 400 communities across the country, The Salvation Army has grown to become one of 
Canada’s largest non-governmental providers of social services. 

 
Mission and Core Values 

The Salvation Army exists to share the love of Jesus Christ, meet human needs and be a transforming 
influence in the communities of our world. 

Our values underpin all that we do: 

Hope: We give hope through the power of the gospel of Jesus Christ. 

Service: We reach out to support others without discrimination. 

Dignity: We respect and value each other, recognizing everyone’s worth. 

Stewardship: We responsibly manage the resources entrusted to us. 
 

Position Summary 

This position provides general reception duties including greeting volunteers, scheduling volunteer shifts and 

coordinating with Kettle Team Leaders, completing volunteer data entry; other office/warehouse duties as 

required to meet program goals.  

 

Hours/Schedule 

This position is Temporary Part Time - 8 hours per week (Saturdays) 

November 19, 2022 – December 17, 2022. Saturdays - 8:30 am – 5:00 pm 

 

Some of the great benefits of working with The Salvation Army: 

• Being part of an international organization serving people in over 130 countries. 

• Making a positive difference in the lives of people and the community. 

• Underground parking. 

• Joining a fun, energetic team focused on raising funds for an important cause. 



 

What you will be doing in your role: 

• Answering telephones, scheduling, confirming and supporting Kettle Campaign volunteers and updating 
the volunteer data base. 

• Assisting volunteers and/or location staff with any concerns that arise at the Kettles. 

• Receiving phone Kettle donations and preparing temporary receipts, as required. 

• Assisting with updating the Saturday volunteer schedules and ensure Kettle Team Leaders are 
aware of changes to their volunteer schedules. 

• Other related duties as required. 

Required Education, Experience, Competencies and Skills  

• Completed High school. 

• A mobile phone for business purposes for sending/receiving text and image capabilities. 

• At least 6 months of experience working as a receptionist. 

• Able to work on Saturdays. 

• Competent at data entry and use of web database software. 

• Proficient in mobile phone texting.  

• Competent in the use of multi-line phone and attentive to caller’s needs. 

• Excellent communication skills (oral/written) and phone etiquette, strong sense of integrity and 
confidentiality with professional ethics and a balanced sense of fairness and flexibility. 

• Strong skills in MSOffice 365 (Excel, Word, Outlook). 

• Adept at accurate data entry and use of web software. 

• Good organizational skills, ability to multitask in a fast-paced environment, attention to details. 
 

Successful candidates, prior to hiring, may be required to provide: 

• Background check consent. 

• A satisfactory Police Information Check (PIC) with Vulnerable Sector search. 
 

 
Please apply by sending a cover letter and resume to: AB.CSCalgary.HRResumes@salvationarmy.ca and in 
the email subject line include the competition # KCR091522S. 
 
Competition deadline: October 4, 2022 
 

We thank all applicants and those selected for an interview will be contacted. 
 

The Salvation Army will accommodate candidates as required under applicable Human Rights Legislation. If 
you require a disability related accommodation during this process, please inform us of your requirements. 

 

Imagine Canada believes that charities and non-profits have a responsibility to be  
innovative, transparent, accountable, ethical, and well-governed. 
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