
Front Desk Associate (Part-Time, IMRF eligible)
Des Plaines Park District

Contact Name: Nicole McNulty
Contact E-mail: nicole.mcnulty@dpparks.org
Contact Phone: 847-391-5092
Closing Date:
Salary: $12.50 / hour

Description:
JOB IDENTIFICATION                                                                                           
Job Title:	Front Desk Associate - IMRF                                             
Grade: IV                                             
FLSA: Non-Exempt                                             
Department: Business                                             

SUPERVISORY RELATIONSHIPS                                             
Reports to: Assistant Superintendent of Business                                             

BASIC FUNCTION                                             
Front Desk Associate is responsible for providing exceptional customer service, greeting the public,
handling cash transactions and registration for services, programs and facility memberships and
having a solid knowledge of Des Plaines Park District operations.

Schedule: Mondays, Wednesdays, and Fridays from 8:30am-1:30pm; more hours available during
summer months, up to 40 hours per week. 

ESSENTIAL DUTIES                                             
1.	Greeting the public. Demonstrate and promote positive guest relations and exceptional customer
service. Provide information on Park District activities and facilities.                                             
2.	Responsible for cash control of front desk cash drawer and incoming cash registrations.

3.	Answering all incoming phone calls and in person inquiries, addressing caller inquiries or routing to
the proper person, if necessary.                                             
4.	Respond to emergencies in the facility which may include incidents of a serious nature.

5.	Register applicants for Fitness Center memberships, Resident I.D. Cards, Pool Passes and
programs.                                             
6.	Perform photocopying or other project needs for the Park District staff.                                             
7.	Receive and distribute incoming mail and packages.                                             
8.	Maintain general office files.                                             



9.	Perform specific projects and tasks as requested by supervisors.                                             
10.	Provide cash control support to business department with bank receipts.

11.	Keep track of and update the garden plot grid.                                             
12.	Print out rosters and sign out sheets as requested.                                             

OTHER DUTIES                                             
1.	Adhere to all safety policies and procedures as outlined in the Employee Manual and Crisis Manual.

2.	Direct participants in the event of an emergency, such as fire, severe weather.

3.	Communicate with Business Manager regarding any equipment issues.

4.	Attend all related training as requested.                                              
5.	Additional duties as assigned.                                              

POSITION QUALIFICATIONS                                             
Education: High School diploma, or equivalent

Experience: Must be 18 years or older; Bilingual preferred ; Office experience, cash handling and
ability to handle public contact preferred

Certifications:	Valid Driver’s License, CPR and First Aid Certified within 3 months, Classes available
through Park District upon hire

**To apply, please go to dpparks.org/jobs and select the 'Business Department' folder.**


