
FOREST PRESERVE DISTRICT OF WILL COUNTY
JOB DESCRIPTION

	TITLE:
	GUEST SERVICES ASSISTANT – SEASONAL

	DEPARTMENT:
	VISITOR SERVICES

	FLSA STATUS:
	EXEMPT
	DATE:
	2016

	LOCATION:
	FOUR RIVERS ENVIRONMENTAL EDUCATION CENTER
HIDDEN OAKS NATURE CENTER
	


BASIC FUNCTION

Provide operational support for the day-to-day functionality of the visitor facility through hosting rentals and staffing the front desk.   The primary focus of this position is to provide guest services and communication with customers during event planning.  This position hosts the various rental events during event hours, including evenings and weekends.  Duties include facility front desk staffing during open hours and completing clerical tasks such as greeting and assisting visitors, issuing permits, and answering incoming call.  
This is seasonal position 18-24 hours a week Tuesday  – Saturdays and/or Sundays; and includes most weekends. 
ORGANIZATIONAL RELATIONSHIPS

	Reports to:

	· Facility Supervisor 
· Works closely with Reservation Manager (site specific) 
Works in collaboration with 
· District Staff including Buildings Operations Staff, and District Police 

· Outside Vendors such as Caterers, Florists, Rental Companies, Bakeries, and Photographers

· Local Police and Fire Authorities



	Supervises:

	· None

	

	


ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Coordinate and communicate rental details prior to, during, and after rental with customer including hosting rentals and providing support such as beverage service, assistance with table/chair setup, deliveries, in accordance with Will County Health Department and State of Illinois regulations etc.

2. Staff facility front desk and weekdays and weekends during open hours; greet and orient visitors, answer and direct incoming calls, distribute brochures and information, answer questions from the public.
3. Issue District facility rental permits, program registrations, and dog park permits. 

4. Responsible for promptly opening and closing the facility during public open hours.   

5. Prepare rental evaluation reports and attendance / revenue reports using various computer programs.  

6. Manage gift shop / concessions items inventory and point-of-sale information.   

7. Use point-of-sale and cash drawer to complete sales of gift shop items and process permit / rental / program payments; run necessary daily closing reports.  
8. Staff /host scheduled rentals; trouble-shoot audio-visual rental equipment; address any issues that may arise during scheduled rental; secure building after rental.

9. Staff facility front desk, greet visitors, answer and direct incoming telephone calls, distribute brochures, answer visitor questions about facility, sales or services, preserve, District, and area.

10. Record attendance for public programs, education programs, youth group programs, and daily public attendance, including daily car counter totals.  

11. Purchase/order facility office supplies, equipment, and assist with purchasing facility rental supplies. 
12. Assist with planning or working public programs or facility events as needed.
13. Process and distribute mail.

14. Organize and restock facility brochure display and manage brochure inventory.
15. Complete the tidying of rental spaces and exhibit galleries including light clean-up before and after rentals.

16. Perform other duties as assigned. 

KNOWLEDGE, SKILLS, AND ABILITIES

· Must be reliable/dependable as position required to staff events/rentals independently.  

· Must be able to work independently and be organized, detail-oriented, and able to stay on deadline.   

· Must be friendly and interested in providing exceptional customer service to assist customers with their events and the ability to communicate in a friendly and energetic way with customers.  

· Must be proficient in computer programs including Microsoft Word and Excel.  

· Must possess basic computer skills in order to learn point-of-sale/cash register software and related permitting/inventory/sales software systems. 

· Must have a clear understanding of customer rental events including catering, and table/linen services and knowledge of event services such as photography, floral, etc.  

· Must have the ability to operate office equipment: telephone, computer skills, and Microsoft Office.  

· Knowledge of reservation management software a plus.  

· Proficient in cash handling and point of sale.  
· Typical challenges for this position include the ability to balance customer requests within time of the event (last minute or un-foreseen changes); dealing with day of event un-foreseen emergencies or situations; and working long days, late evenings, weekends and holidays.

TRAINING AND EXPERIENCE

Minimum requirements include:  
· High school diploma or GED or equivalent preferred

· Customer service and cash handling experience a plus  

· Certifications: Valid Illinois Drivers License

· Ability to operate a POS system/cash register.
· Ability to communicate in a friendly, energetic, respectful, and professional manner with the public.
· Must be able to complete State of Illinois Food Handler’s certification course
· Must possess and maintain a current and valid Motor Vehicle Operator's license.
WORKING ENVIRONMENT AND CONDITIONS

Work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.   Requires some work out – of- doors in the preserves on and off trail.  
Must be able to work weekdays, weekends, and evenings sometimes alone hosting rental groups; or occasional holidays not to exceed 940 hours annually. 
Manual Dexterity:  
Work requires ability to lift on occasion up to 40 lbs.
Physical Effort:  

Work requires ability to move between sitting, standing, and walking for 6-8 hours and ability to move, lift, set-up rental equipment such as tables/chairs (on occasion), A/V equipment, beverage service equipment such as large coffee pots and table décor.
Working Conditions:  
Occasional exposure to moderately disagreeable weather in the preserves on and off trail. 
Hazards:

Negligible
PAY RANGE AND ANNUAL SALARY
Pay Range:

Seasonal

Salary:  $15/hour
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