EQUIPMENT DESK ATTENDANT
Job Title:
Equipment Desk Attendant
Institution Name:
McKendree University
Department Name:
Intramural Sports@McK

Contact Person:  
Kim Smallheer
Phone:  (618) 537-6420

Hours:
5 - 15 hours/week

REPORTS TO:  Intramural Coordinator, Event Coordinator, Director of Intramural Sports@McK
MINIMUM QUALIFICATIONS:

Education:
Must be currently enrolled

Certifications:
None Required; CPR is a plus

Experience:
prior customer service position is a plus, general food preparation
Other:

· Excellent communication skills, phone skills and conflict-resolution skills.  
· Computer knowledge a plus. 
· excellent customer service skills

· ability to lift at least 25 lbs

· available for nights and weekends
RESPONSIBILITIES:

Facilities:


· Maintain reception area (ie. answering of phone, sign-in, etc)

· Sweep gym floor; keep gym area clean; keep bulletin board organized

· Maintain clean work areas 

Service:


Attend to patron’s needs and answer questions
Assist with Intramural event offerings as needed
Assist with recreation equipment inventory reporting


Attend all staff meetings and training sessions


Data Entry for Intramural Sports and Event Rosters


Check-In and Check-Out of Intramural Equipment


Obtain proper identification from patrons for facility usage


Report broken or unusable equipment to Coordinator


Assist athletic staff in gym setup for practices

Other duties as specified

SPECIAL REQUIREMENTS:

Uniform:
One staff shirt per year provided by the department.  Staff shirt must be worn at all times during shift.

Work Schedule:
Flexible Hours. 

Prerequisite:
15 Day Employment Probationary Period

Salary:

Current Minimum Wage
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