
JOB DESCRIPTION 
 

 

 

DATE: January 2019  

 

 

JOB TITLE: Pool Front Desk  

DEPARTMENT: Parks & Recreation  

REPORTS TO: Pool Management  

STATUS: Seasonal   

HRS/WK: 15-40 hours per week  SCHEDULE: Varies, weather conditions may affect minimum hours per week  

 

 

1. SUMMARY  
 

The pool front desk works under the direction of the pool management to provide quality customer service to 

members and guests. The Front Desk handles cash transactions at the point of sale, answers the telephone, and 

provides guest passes to paying customers.   

 

 

2. WORKING CONDITIONS  

 

Work is performed at the Westfield Memorial Pool & Aquatic Complex—outside weather conditions. May be 

exposed to heat, cold, wet or humid conditions.  

 

 

3. ESSENTIAL FUNCTIONS  

 

▪ Dress in proper work attire.  

▪ Enthusiastically greet members and guests.  

▪ Handle phone and in-person inquiries regarding pool operation, policies and procedures.  

▪ Scan membership ID card to maintain accurate visit records.  

▪ Log and report ID card scan errors.  

▪ Ensure only members and their paid guests enter the facility.  

▪ Handle cash transactions at point of sale.  

▪ Direct potential members to the Parks & Recreation main office for information on how to apply for 

membership.  

▪ Distribute forms and other printed information to the public when appropriate.  

▪ Perform other guest relations related assignments including but not limited to game window operations, 

member surveys and event promotion.  

▪ Performs other duties as assigned by management.  

 

 



 

4. KNOWLEDGE, SKILLS AND ABILITIES  

 

▪ Must be able to work with cash and make change.  

▪ Must be able to type and use a computer keyboard.  

▪ Ability to analyze, interpret and understand policies and procedures.  

▪ Ability to communicate effectively with people and provide them with proper information.  

▪ Ability to respond tactfully when handling complaints.  

▪ Ability to establish and maintain effective, positive working relationships with co-workers, supervisors, 

officials, the public, etc.  

▪ Ability to work in outside weather conditions exposed to heat, cold, wet, or humid conditions.  

▪ Ability to read, write, speak, understand and communicate in English sufficiently to perform the duties of the 

position.  

 

 

5. EDUCATION, EXPERIENCE AND SPECIAL REQUIREMENTS  

 

▪ Must be a minimum of 16 years of age.  

▪ Will be required to attend a pre-season orientation, date TBD. 

▪ Will be required to attend 1 pre-season work days at the pool, date TBD.  

▪ Will be required to attend staff meetings during the season as scheduled by the Pool Manager.  

▪ Will be required to pass a background check if over the age of 18.  

 

 

6. SUCCESS FACTORS  

 

▪ Great customer service 

▪ Enthusiastic  

▪ Punctual  

▪ Responsible  

▪ Organized  

▪ Honest  

▪ Professional Work Ethic  

▪ Reliable  

▪ Patient  

 

 

 

Equal Opportunity Employer 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


