
Job Title: Front Desk Attendant 
Reports To: Recreation Manager
FLSA Status: Part-Time, Non-Exempt
Department:   Aquatic Center
Division: Administration

MINIMUM QUALIFICATIONS:
1. Must be at least 17 years of age.
2. Current First Aid, CPR, and AED certification or obtain within 60 days.
3. Ability to communicate effectively, verbally and in writing with the public and co-workers.
4. Previous experience in working with the public in a mature and responsible manner.
5. Friendly and enthusiastic personality.
6. Ability to work tactfully with the public and establish working relationships with co-workers.
7. Ability to accurately account for cash, check and credit card payments, providing change when necessary.
8. Basic understanding of computer software including Word and Excel, and the ability to learn RecPro, our

registration and membership tracking software.
9. Ability to take initiative, complete tasks and work with little or no supervision.

DESCRIPTION OF DUTIES:
This position is under the general supervision of the Recreation Manager. The Front Desk Attendant is our customer service 
frontline, responsible for positive, friendly and accurate daily transactions. Front Desk staff must be able to answer questions 
regarding all Howell Parks and Recreation programs, or find the correct answers before following up with patrons.

1. Greet patrons as they enter the facility.
2. Ability to work days, evenings, weekends and holidays.
3. Answering phones, directing and assisting the public in using our facilities, and registering

patrons for programs or memberships.
4. Knowledge of membership information, programs offered and all policies and procedures.
5. Handle conflicts that arise with guests, passing that information on to the coordinator on duty.
6. Responsible for startup monies in the cash box at the front desk, collecting fees for memberships

and daily passes from facility patrons.
7. Complete record keeping, tracking and filing of waivers.
8. Log in to the appropriate facility with registration system for all transactions.
9. Contact coordinator on duty for facility tours for potential patrons.
10. Respond appropriately in the event of an emergency, following our Emergency Action Plan.
11. Respond to patron concerns or complaints and forward information to appropriate supervisor.
12. Keep Front Desk area clean and organized, notifying coordinator on duty of low supplies/materials.
13. Attend meetings and trainings as scheduled.
14. Be familiar with and follow all aspects of the Employee Handbook.
15. Must be able to lift 50 lbs, bend, stretch, and stand for extended periods of time, as well as climb stairs,

reach, twist, sit, walk, and/or run.
16. Perform other duties as assigned.

Contact: Tim Church
Executive Director
Howell Parks and Recreation
925 W. Grand River
Howell, MI 48843
Howellrecreation.org 

mailto:michaelp.powers@hvs.org



