535 North Tyler Avenue
PO Box 1480
Pinedale, WY 82941

www.pinedaleaquatic.com
307.367.2832

DALE AQUATICCE

JOB DESCRIPTION: FRONT DESK CLERK

The Front Desk Clerk serves as the first point of contact for patrons and plays a vital role in creating a
welcoming, professional, and service-oriented environment at PAC. This position supports daily
operations through accurate transactions, clear communication, and consistent customer service. This
is an hourly position and will work varying shifts including mornings, evenings, weekends, and holidays.

Supervised by: Finance Supervisor and Office Manager

Supervises: None

ESSENTIAL JOB DUTIES:
e Patron Engagement & Guest Services (Commitment, Quality)
a) Assist patrons with admissions, registrations, memberships, and general facility and
program information in a friendly, professional, and knowledgeable manner.
b) Provide accurate information regarding programs, policies, and schedules.
c) Seek opportunities to connect with patrons, staff, and partners to strengthen
relationships and community trust.
Financial Transactions & Accuracy (Quality, Consistent)
a) Collect admission, program, and membership fees and document transactions according
to PAC procedures.
b) Operate cash register systems in accordance with PAC guidelines; balances cash
drawers, prepares closing reports.
c) Maintains accurate participant account records, performs data entry, and completes
reports as requested.
Administrative Support & Operations (Consistent, Commitment)
a) Execute opening and closing procedures according to established checklists.
b) Answer, screen, and transfer calls in a professional and courteous manner.
c) Participate in required trainings and maintain familiarity with policies and procedures.
Team Contribution & Continuous Improvement (Creativity, Commitment)
a) Communicate proactively with coworkers and supervisors through notes, updates,and
check-ins.
b) Work cooperatively with PAC staff to ensure smooth daily operations and provide
support for PAC programs and events as assigned.
c) Identify opportunities to improve front desk processes and member experience.
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a) Additional duties as assigned to support PAC’s mission and community service goals.

QUALIFICATIONS:
e 18 years or older
e Previous receptionist, clerical, or customer service experience preferred.
e Cash handling experience preferred.
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e Basic computer proficiency required; ability to learn new software systems.
e First Aid/CPR Certification (or ability to obtain within 90 days).
e Must pass a background check and any required drug screenings.

ABILITIES & WORK EXPECTATIONS:

e Demonstrates professionalism, reliability, and strong customer service skills. (Quality,
Consistent)
Foster a welcoming, inclusive environment by greeting staff and patrons by name and
modeling approachability. (Commitment, Quality)
Possesses mathematical ability to calculate fees, process payments, and balance transactions
accurately. (Quality)

e Exercise sound judgment and maintain confidentiality when handling sensitive information.
(Commitment)

e Maintains focus and accuracy in a fast-paced environment with frequent interruptions.
(Consistent)

e Works efficiently and collaboratively as part of a team. (Creativity, Quality)

e Understand and communicate policies, procedures, and protocols clearly and confidently.
(Commitment)

PHYSICAL REQUIREMENTS:
e Ability to perform physical tasks associated with office administration including operating
computer equipment, sitting for extended periods, bending, crouching, lifting, and carrying items
as needed.

POSITION: FRONT DESK CLERK

ACKNOWLEDGEMENT:

This job description is not intended to be an exhaustive list of duties. Responsibilities may change at
any time to meet organizational needs.

The employee signature below acknowledges the employee’s understanding of the requirements,
essential functions, and expectations of the position and affirms their ability to perform the essential

functions, with or without reasonable accommodation.

Employee Date

Supervisor Date
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