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Working Holiday Canada

Summer 2012

JOB DESCRIPTION

TITLE:  FRONT DESK PERSONNEL

OBJECTIVE:


The main function of the Front Desk Personnel is to assist guests with checking in and out, provide assistance with retail purchases and maintain accurate guest and staff charge accounts.

DUTIES AND RESPONSIBILITIES:

The duties of the Front Desk Personnel include but are not limited to the following:

· Greeting and checking in Guests upon arrival 

· Assist guests with completing all paperwork and fishing license documentation

· Answering the main switchboard in a polite and professional manner, transferring calls,  and taking accurate messages

· Assist guests with retail purchases

· Ensure store and front office are clean, and fully stocked at all times

· Maintain accurate guest and staff charge accounts

· Perform monthly inventory counts

· Assist with bi-monthly remittance of fishing licenses

· Assist with guest check outs by recording, reviewing and summarizing guest bills

· Assist with preparation of store orders

· Respond to incoming and outgoing marine radio communications

· General office duties as required

Qualifications:

The candidate must be willing to relocate, and must have superior verbal and written communication skills.  Previous customer service and cash-handling experience an asset. The applicant must be able to work from May 16th until September 30th, 2012.

I hereby acknowledge that I have read and fully understand the above job description and agree to adhere to all outlined policies, rules and regulations.

Name (print)




Signature

