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The Gemini Center
Fairview Park Recreation Department


	Job Title: Front Desk Attendant

	Work Location: The Gemini Center

	Division/Department: Fairview Park Recreation Department

	Reports to: Front Desk Supervisor

	( Full-time

( Part-time

	Job Summary:
· The Front Desk employees at the Gemini Center play a key role in providing superior customer service to members of the center.  This position provides members with their initial point of contact for recreation services, supplying information, center check-in, and registration services.  



	Essential Duties and Responsibilities:
· Welcome members by greeting them, answer questions, and respond to requests

· Check-in members arriving at the center to verify current member status

· Act as information liaison to members

· Enroll residents and corporate individuals as members; verifying resident or employment status; issue membership card and obtain member photo for PEAK software

· Take reservations and payments for Kid’s Club

· Register members for programs and classes; obtain proper payment and post to PEAK software

· Issue guest passes and obtain proper identification and payment

· Maintain current knowledge about all Gemini programs, policies and procedures 

· Take phone calls as needed

· Other duties as required by management; certification in CPR and AED operation required; background check required



	Front Desk Qualities:
· Customer service and communication skills

· Multi-tasking abilities

· Basic computer skills

· Problem solving abilities



	Print Employee Name:

	Employee Signature:                                                                                                     Date:


