City of Wanamingo, Minnesota

POSITION DESCRIPTION

POSITION TITLE:


Office Attendant
REPORTS TO:

Pool Manager
LOCATION:

Swimming Pool

DATE OF LAST REVISION:
02/07

1. Verify everyone’s pool season passes each day by using the Single and Family Pass Sign-up List.   (It is important to prevent usage of the pool facility by non-paid users.)
2. Maintain an organized pool office including equipment, supplies, and all pool-related documents.

3. Provide customer service and information in a polite and respectful way. 

4. Treat all co-workers with respect and demonstrate a positive attitude at all times.

5. Enforce all pool rules and regulations.

6. Maintain accurate account of all monetary transactions; for example - admission fees, season pass registration and sales, lesson registration and sales, etc.

7. Maintain accurate daily attendance sheet.

8. Maintain accurate cashier’s log with each day’s receipt totals.

9. Stay focused; you are on duty at all times.  Always accommodate pool visitors.  Visitation with friends should be limited AND infrequent.

10. Only pool staff is allowed in the pool office.

11. Assist with all duties assigned by the pool manager or charge person.

12. Two warnings will be issued for non-compliance of office duties and responsibilities.  Upon the third disregard of required duties, your position will be terminated.

