
 

 

 

Volunteer Opportunity 

WTVS Detroit Public Television is the viewer-supported PBS member station serving the 
nation's 11th largest television market.  We operate Channels 56.1, 56.2 and 56.3, and are 
carried on cable and satellite systems throughout Southeast Michigan and over a thousand 
communities in Canada.   We also operate WRCJ 90.9 FM, the classical and jazz radio 
licensed to the Detroit Public Schools, Our vision is to educate, entertain and inspire, in 
partnership with our community. 

Detroit Public TV is notably active in the community producing local programs that 
showcase arts, culture, news and analysis; and educational outreach campaigns that use the 
power of media to provide knowledge and understanding. 

Detroit Public TV is built on relationships, and fosters the relationships it has with 
employees and volunteers.  DPTV is committed to providing a creative and professional 
work environment. 

Detroit Public Television is looking for a Volunteer-Reception to join our team. 

Position Title: Volunteer-Reception 
Location: Wixom, MI Job ID:  Volunteer (UNPAID) 
Apply to: HumanResources@dptv.org 

Human Resources 
WTVS Detroit Public Television 
1 Clover Court 
Wixom, MI 48393-2247 

We will train the right volunteer!  To apply, or for more information, please contact HR. 

 
Summary: 
This position serves as the first point of contact with visitors to Detroit Public Television and 
other organization within the building.  The Front Desk Receptionist provides assistance to 
individuals by answering the main phone line, responding to routine questions, providing 
general information and performing general clerical duties.   
 
Two shift positions are available; volunteers may choose one or more shifts per week or on a bi-
weekly basis.  9 AM to 1 PM  - or -  1 PM to 5 PM, Monday through Friday. 
 
Essential Functions: 

 Greet all building visitors in a welcoming and professional manner. 

 Ensure that all building visitors (guests, volunteers, etc.) are properly signed in to the 
building.  

 Answer incoming calls on a multi-line phone system; give out information, route calls, 
and take messages. 

 Assist staff with mailings, other office projects and basic data entry. 
 
Skills: 

 Basic computer knowledge, as well as Microsoft Office (Word, Excel), are preferred.  
 

Qualifications: 

 Must be customer service and detail oriented. 

 Must be dependable, professional and at least 18 years of age. 

http://www.dptv.org/programs/programs-a-to-z/
http://www.dptv.org/education/
mailto:HumanResources@dptv.org

