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Job Description 
 

Position Title: Front Desk Customer Service (part-time) 
Department: Parks and Recreation 
Supervisor:  Front Desk Recreation Manager/Deputy Director of Recreation 
Location:  The Pointe at Ballwin Commons, # 1 Ballwin Commons Circle 
 
Job Summary: 
 

Responsible for the operations at the front desk specifically the use of the  
computer RecTrac system and point of sale, credit card machines and any financial 
transactions that occur, which includes balancing register drawers, closing and 
tracking.  Will also assist with servicing the general public in an kind and efficient 
manner with the regard to registration for the programs and membership sales, 
facility usage, preparing photos and ID’s, answering the telephone, issuing 
equipment and other assignments deemed necessary to perform the job. 
 

Essential Job Functions: 

 Ability to operate computer, credit card machine and multi line phone system 

 Perform closing shift register procedures in an efficient and orderly manner 

 Must be able to work with the general public in a professional manner 

 Must be able to handle multiple tasks at once   

 Disseminate information about programs, special events, facility 
memberships, admission rates and policies in a polite and effective manner 

 Answer the telephone in a professional manner and relay calls to appropriate 
people  

 Enforcement of building policies and departmental/City rules and regulations 

 Computer data entry and other front desk paperwork 
 

Knowledge, Skills and Abilities Required: 

 Ability to work with the general public in a professional manner 


