
Fraser Valley Metropolitan Recreation District 

Grand Park Community Recreation Center 

P.O. Box 3348 Winter Park, CO 80482 

970-726-8968 

 

POSITION TITLE: Guest Services Attendant 

CLASS:  Part-Time 

PAY TYPE:  Non-Exempt 

PAY RANGE:  $12.00 - $17.00 per hour 

SUPERVISOR: Guest Services Supervisor 

 

GENERAL STATEMENT OF DUTIES: Greet and check in patrons as they enter the facility. Answer the front desk 

phones, respond to patron questions, register patrons for classes and programs, and take payment for classes, programs, 

and retail items. Maintain clean and orderly lobby and front desk area. 

 

ESSENTIAL JOB FUNCTIONS: 

 Complete the front desk and GPCRC opening and closing procedures. 

 Politely greet all patrons entering the facility. 

 Answer the front desk phones, direct callers to appropriate staff/resources. 

 Respond to patron questions in a timely and friendly manner. 

 Using RecTrac, register patrons for FVMRD classes, programs, and special events. 

 Take payment in person and over the phone for FVMRD classes, programs, and special events. 

 Keep front desk and lobby area clean, neat, and organized. 

 Stock kiosks with current program and class flyers as needed. 

 Accurately close out cash drawer at the end of shift. 

 Attend scheduled staff meetings and trainings. 

 Perform other related duties as required and assigned. 

 

KNOWLEDGE, ABILITIES AND SKILLS: 

 Strong customer service and inter-personal skills. 

 Ability to read and interpret written documents and manuals. 

 Ability to communicate clearly and concisely, both orally and in writing. 

 Strong computer skills required. 

 Ability to prioritize and manage multiple tasks and projects. 

 Ability to establish and maintain an effective working relationship with the general public, board members, staff, 

instructors, suppliers, and vendors. 

 Demonstrate customer service skills including the ability to resolve/diffuse issues and complaints. 

 Knowledge of safety policies, procedures, and practices. 

 Ability to work mornings, evenings, weekends, and holidays if necessary. 

 

EDUCATION, TRAINING AND EXPERIENCE: 

 High school diploma or G.E.D. equivalent. 

 Must possess, or be able to obtain, CRP, First-Aid, AED certifications. 

 Some positions may require a valid driver’s license. 

 

 

Working Environment: This position may include periods of high activity. The noise level in this position ranges from 

quiet to loud. 

 

Physical Requirements: This position requires the ability to walk, stand, sit, kneel, stoop, talk, see, and hear. 

 

 

The FVMRD is customer service oriented and committed to hiring individuals who respond effectively and 

efficiently to citizen needs and concerns. 

 

Equal Opportunity Employer 


