/A 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
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Town of Westfield

425 East Broad Street, Westfield, New Jersey 07090

Employment Application

Applicant Information:

Name (Last, First, Middle):

Address: (Apt. if applicable)
City/Town/Zip:

Telephone: Home:{ ) Cell: ( )

E-mail: Social Security Number: - -

Position applied for:

Have you ever applied to the Town of Westfield before:  Yes  No  If yes, give date

Date you can start: Salary desired:

Are you available towork:  Fulltime  Parttime  Temporary  Seasonal

Are you currently employed:  Yes  No May we contact youatwork:  Yes _ No

May we contact your current employer: ~ Yes  No

Are you currently on layoff status and subject torecall: _ Yes  No

Do you possess a valid driver's license:  Yes  No

Do you possess a valid commercial driver’s license: Yes Mo [f yes, please list any
endorsements:

If you are under eighteen years of age, can you provide proof of eligibility to work: _ Yes  No

Are you legally eligible to work in the United States of America: _ Yes _ No (Pursuant to
Federal Law, proof of US Citizenship or immigration status will be reguired if you are hired.)

Please be advised that any offer of employment may be subject to job-related medical, physical, drug, or

psychological tests as well as complete background and criminal checks.

The Town of Westfield is an Equal Opportunity Employer M/F




Employment History: This section must be completed even if you attach a resume. List your last
four employers and any major assignments within the same employer. Begin with the most recent.
Include any military service. Explain any gaps in employment in the space on this form marked
“comments” located on the bottom of this page.

Emplover: Date started: Date lefi: | Work performed/
responsibilities:
Address:
Starting Salary:
Job Title: Final Salary:

Reason for leaving:

Supervisor's name and phone number:

May we contact for o reference: _ Yes  No

Employer: Date started: Date left: | Work performed/
responsibilities:
Address:
Starting Salary:
Job Title: Final Salary:
Reason for leavimg:
Supervisor’s name and phone number:
May we contact for a reference: _ Yes  No
Employer: Date started: Date left: | Work performed/
responsibilities:
Address:
Starting Salary:
Jab Title: Final Salary:

Reason for leaving:

Superviser's name and phone number:

May we contact for a reference: _ Yes _ No
Employer: Date started: Date left: | Work performed/
responsibilities:
Address:
Starting Salary:
Jaob Title: Final Salary:

Reason for leaving:

Supervisor's name and phone number:

May we contact for a reference: __Yes __ Ne

Comments:




Provide information on your formal schooling and education. Include elementary,

Education:
secondary, and post-secondary education, if any. Include any formal vocational or professional
education.
Schoaol: Years completed: | Graduated: Major Field:
{Circle) {Cirele)

High: 123 4 Yes No

College: 1 2 4 Yes No

Other: 1 2 4 Yes No

Languages: Listany foreign languages you know and indicate your level of proficiency.

Write:

Language:

Speak Some;

Speak Fluently:

Read:

Special Skills & Experience: State any special skills, experience, training, licenses, certifications
or other factors that make you especially qualified for the position for which you are applying.

Comments & Additional Information: Is there any additional information about you we

should consider?




References: Provide the names, addresses and phone numbers of three people whom we may
contact as a reference. They should not be relatives or former supervisors.

Mame & Address: Phone Mumber: Years Known:

Understandings and Agreements:

As an applicant for a position with the Town of Westfield, I understand and agree that I must
provide truthful and accurate information in this application. I understand that my application may be
rejected if any information is not complete, true and accurate. If hired, 1 understand that I may be
separated from employment if the Town of Westfield later discovers that information on this form was
incomplete, untrue, or inaccurate.

I give the Town of Westfield the right to investigate the information 1 have provided and talk
with former employers (except where | have indicated they may not be contacted). [ give the Town of
Westfield the right to secure additional job-related information about me. 1 release the Town of
Westfield and its representatives from all liability for seeking such information.

I understand that the Town of Westfield is an equal-opportunity employer and does not
discriminate in its hiring practices. | understand that the Town of Westfield will make reasonable
accommodations as required by the Americans with Disabilities Act. I understand that, if employed, I
may resign at any time and that the Town of Westfield may terminate me at any time in accordance with
its established policies and procedures. No representatives of the Town of Westfield may make any
assurances to the contrary. T understand that any offer of employment may be subject to job-related
medical, physical, drug, or psychological tests. I also understand that 1 may be subject to complete
background and criminal checks.

For your application to be considered, you must sign and date below.

Applicant’s Signature Date




