DIAMOND GENERAL RESPONSIBILITIES:

BEACHCASINO
\/au|t Duties - Table & Slot Count Sup ort:

Assist in the count and verification o{ table game o|rop boxes and slot machine
o|rop funds.

Maintain the integrity and comr'io|entia|ity of all financial data éuring counting.
Fnsure adherence to a|| internal contro|s, security protoco|s, ancJ gaming
regu|ations.

Handle currency and ticket voucher using counting equipment and proper

hano”ing proceo|ures.

Administrative & Personnel Support
Prepare and maintain mont|f1|y emp|oyee schedules.
Track emp|oyee attendance, sick o|ays, tardiness, and vacation requests.
Review timecards and coordinate with the Manager an&/or Surveillance team
to obtain necessary corrections or approva|s, in preparation for payro”
documentation and control.
Distribute and maintain records of staff uniforms and name tags.
Support onboarohng and training |ogistics for new hires
({orms, orientation scheduhng).
Maintain confidential personne| documentation in a|ignment with company po|ic:y.
Act as a communication link between staff and management regarding shift
changes, po|icy upo|ates, or HR concerns.

QUALIFICATIONS:

High school chp|oma or equiva|ent requireo|; additional coursework in office
administration is a |o|us.

1-2 years of experience in a vault, cage, or casino count environment is a p|us.
Prior administrative or HR assistant experience prel{erreo|.

Strong attention to detail, comr'icJentiahty, and accuracy.

| you have any questions or are interested . Proficient with Microsoft Office; experience with timekeeping systems is a p|u5.
in this position, p|ease send your resume

(CV) with a p|’10to and motivation letter to PHYSICAL REQU|REMENTS:
Abihty to stand and lift up to 30 bs. (currency boxes, coin bags, etc.).
Manual dexterity for hano”ing currency and operating counting machines.

jobs@papagayo.com ]
or Ca" 747 4333 . |:|exibi|ity to work Weekench, ho|io|ays, or peal< perioo|s as needed.




