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FRONT DESK ATTENDANT, PART-TIME

WAGE RANGE: Minimum Wage - $15.50/per hour

DESCRIPTION:

Front Desk Attendants are the first impression of the Massillon Parks and Recreation.  They are responsible for controlling access to the Recreation Center while providing a high level of quality customer service (i.e. – greeting, providing program information, and sales).  Front Desk Attendants need to be knowledgeable in all program activities, events, and facilities of Parks and Recreation in order to inform participants.  Front Desk Attendants are also responsible for checking in/out recreation equipment, acting as a resource, handling payment transactions, answering telephones, enforcing rules and regulations of the Parks and Recreation, and any additional tasks that may be assigned.  Front Desk Attendants are expected to promote other recreation programs, classes, fitness, special events, and facilities.
REQUIREMENTS:
 
· Must be at least 18 years of age. 
· Preferably a high school diploma or equivalent 
· Experience with customer service, verbal and written communication skills, the ability to take direction and instruction, and experience with computers and computer programs
· Professional appearance and demeanor.
· All applicants will be required to complete a background check.
· Maintain First Aid & CPR/AED Certifications. (MPRD will offer First Aid/CPR/AED courses to give you the opportunity to get certified). 
RESPONSIBILITIES:
· Sell designated products to patrons using a computer and operating software while maintaining a balanced cash register. 
· Monitor access to the Recreation Center before granting admission to the facility while delivering outstanding, safe, and fair customer service
· Able to operate basic office equipment, including a phone, copy machine, and calculator.
· Issue equipment to be used by participants and keep track of the inventory of equipment. Upon return of equipment, check the equipment to ensure that it has not been damaged.
· Complete additional duties as assigned by Recreation Center Management. 
· Assists in the access to specified areas by opening necessary doors and checking out keys to designated personnel. 
· Ensure the safety of facility patrons by preventing and responding to emergencies.
· Adherence to the Parks and Recreation employee handbook (which holds uniform guidelines, staff policies, expected behaviors, and duties) is required. Act in a professional manner at all times. 
· Attend all Front Desk trainings, monthly in-service meetings, and other specified department requirements.
· Adheres to posted job schedules while being punctual when reporting for duty and when returning from breaks. Be prepared and organized. 
· In good physical condition, well-groomed at all times, and wears the appropriate uniform. 
· Recognize and respond effectively to incidents and emergencies. Provide proper emergency care (First Aid/CPR/AED) when necessary. 
· Establish and maintain harmonious working relationships with other employees, officials, and the public. 
· Possess the intellectual ability, judgment, stamina, and coordination necessary to complete daily assigned tasks within the workday.
This position reports directly to the Recreation Superintendent.
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