CITY OF CENTRAL
JOB DESCRIPTION
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JOB SUMMARY

[PART-TIME – NO BENFITS] 
This position provides the initial positive contact to visitors and service in retail areas. This position requires excellent communication skills as well as a pleasant and interested personality. It also requires using a point of sale inventory control system for guest transactions, and requires handling smaller amounts of cash and credit card transactions. The Central City Ambassador may be assigned to work in more than just the Visitor Center as directed by Community Development.

The Visitor Center is open 7 days a week year-round including most holidays and other special events throughout the year. Regular public daytime hours are 10 AM - 5:00 PM (Winter) 10 AM – 6:00 PM (Summer). This position will serve those hours as well as additional time for closing as needed.
ESSENTIAL FUNCTIONS (Major Tasks, Duties and Responsibilities)

· Courteously and efficiently provide assistance to visitors in a variety of tasks including eye contact, initial welcome greeting, communicating tour options, selling retail items and providing City and surrounding area information

· It is expected that every visitor will be greeted in a friendly and welcoming manner and that retail positions include mingling with customers rather than just 'sitting behind the desk' unless transactions are underway

· Knowledge of local history, site, people and events

· Successfully manages and balances a cash drawer

· Reconcile daily receipts without discrepancy, close out computers and run reports

· Count and verify cash drawer at beginning of shift, count and verify drawer and prepare deposit at end of shift 

· Stock and arrange the retail area with merchandise and printed materials

· Clean and maintain the work area and sales floor throughout the workday

· Maintain a clean, organized and efficient work area throughout the workday

· Ensure customer satisfaction in all areas

· Performs other duties as assigned
ORGANIZATIONAL RELATIONSHIPS

Supervision Received:  Community Development Department Director
Supervision Given:  None.
POSITION REQUIREMENTS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Education, Experience & Training:  Any combination of experience and training equivalent to graduation from high school.
Education and Experience:

· High School Diploma or equivalent

· Knowledgeable of the City of Central and history/ resources of the area

Skills and Abilities:

· Ability to follow written and verbal instructions.

· Able to speak clearly and persuasively in positive or negative situations

· Able to establish and maintain effective working relationships

· Able to operate necessary equipment, including personal computer, calculator, copier, facsimile machine and other standard office equipment

Licensure/Certification/Registration:  
· Valid Colorado Driver’s license with good driving record.

Qualifications:
· Ability to follow written and verbal instructions.
· Ability to read, write and comprehend simple instructions.
· Ability to establish and maintain effective working relationships with other employees and the public.
· Willingness to work a flexible scheduled day.

· High degree of ethics and integrity.

 PHYSICAL AND MENTAL REQUIREMENTS

· Ability to lift and carry up to 50 lbs.
· Ability to stand, walk, run, sit, ride, climb, bend, twist, reach, grasp and perform similar body movements as needed
· Possesses hand/foot/eye coordination
· Ability to perform basic computer operation.
· Ability to walk up and down stair/steps.

· Ability to talk and hear in person, by telephone and by two-way radio.
· Ability to see and read instructions, manuals, plans and figures. 

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

EQUIPMENT USED

Uses personal computers, calculator, keyboards, telephones, two-way radios, copy machines and other standard office equipment.

COMMENTS

The intent of this classification is to describe the types of job tasks and levels of responsibility and difficulty required of persons assigned to this classification title.  This is not to be considered a detailed description of every duty/responsibility of the job.

The City of Central is an Equal Opportunity Employer.  Pursuant to the Immigrations Reform and Control Act, it is the City’s intention to hire only individuals who are United States citizens or aliens authorized to work and live in the United States.

EMPLOYEE ACKNOWLEDGEMENT

I ___________________________________ DO HEREBY ACKNOWLEDGE THAT I

HAVE READ AND UNDERSTAND THE SCOPE AND INTENT OF THE JOB DESCRIPTION FOR THIS POSITION ON THIS DAY _________________________.

_______________________________________

Employee                                 Date

_______________________________________

Supervisor                                    Date

JOB TITLE


Central City Ambassador 





Department					Title of Immediate Supervisor


Community Development			Community Development Director


		


Salary Range		  			Effective Date


$9.73/Hour DOQ				April 11, 2016
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