EMPLOYMENT OPPORTUNITY a Ej‘ggg

Customer Service Representative (CSR Ill)

Department: Recreation

Classification: Non-Exempt Part-Time

Salary: $15.00-$16.75 per hour

Location: West Chicago Park District - ARC Center

Start Date: Immediate

Contact: Andre Cobbs, Recreation Manager (E:acobbs@we-goparks.org, Ph: 331-240-2028)

General Description:

Are you seeking an opportunity to contribute to a positive and impactful team in a great
community? Do you have strong customer service skills? If so, we're looking for a Customer
Service Representative (CSR IIl) to assist with patron inquiries, membership, registrations, and
general front desk operations at the ARC Center.

Under the direction of the Recreation Manager, this position is responsible for providing
excellent customer service to both patrons and staff at the ARC Center.

Education:
(* = Training provided by the West Chicago Park District upon hire)
e Minimum of at least eighteen (18) years of age.
e High school or an equivalent combination of education and work experience
required.
Required Certification and Skills:
e CPR/AED/First Aid certification required within six (6) months of hire*
e Preference given to candidates with a valid IL driver’s license along with their own
source of reliable transportation
e Previous customer service and/or cash handling experience preferred but not required
e Must be able to work a flexible schedule including days, evenings, weekends, and
holidays
e Weekend availability is required
e Ability to pass a background check
e Excellent oral and written communication skills, and the ability to read, write, and speak
in English; bilingual candidates preferred

Essential Duties & Responsibilities

e Maintain a safe environment for participants, staff, and volunteers by strictly adhering
to all West Chicago Park District policies and procedures

e Provide high quality customer service to patrons, staff, volunteers, and the public in a
professional manner

e Greet patrons entering the ARC Center

e Process memberships, program registrations, daily passes, and birthday parties

e Handle cash transactions and deposits

e Verify member check-ins using the RecTrac system to assist with the Fitness Center and
help assist rental patrons for facility rentals



Answer incoming calls and direct them appropriately

Respond to patron questions regarding facilities and memberships

Perform clerical tasks and problem-solving duties as assigned

Maintain facility cleanliness, including washing towels and wiping fitness equipment, etc.

Stay current on Park District brochure, programs, special events, and services

Demonstrate professionalism, enthusiasm, and drive with a desire to accomplish Park

District and department goals and objectives

e Exhibits understanding and tact when dealing with internal and external patrons needs
and expectations

e Represents the West Chicago Park District in a professional manner

Benefits:

e Complimentary membership to ARC Fitness Center for employees
Complimentary season pass to Turtle Splash Water Park for employees
Flexible work schedule
Fun working environment

This is not necessarily an exhaustive list of all responsibilities, skills, duties, requirements, and
effects of working conditions associated-with the job. While this is intended to be an accurate
reflection of the current job, management reserves the right to revise the job when
circumstances changes: e.g., emergencies, rush jobs, changes in personnel, workload,
technological development, etc.

Applicants may apply by: downloading and printing an application from our website:
www.we-goparks.org, email completed application to acobbs@wegoparks.org, or fax
application to 630-231-2352

The West Chicago Park District is an Equal Opportunity Employer


http://www.we-goparks.org/
mailto:acobbs@wegoparks.org

