8632
Lodge Desk Cerk

Nat ure of Work

Under general supervision, at the full-performance |evel,
checks guest in and out of state owned and operated recreation
facilities and assists in the daily operation of the reservations
desk area. Receives and processes reservations by nmail, phone or
in person; registers guests upon arrival. Wites daily and/or
weekl y bank deposits, revenue reports and other related reports.
Performs rel ated worKk.

Exanpl es of Work

Regi sters guests by phone, nmail or in person.

Assi gns appropriate r oons or cabi ns based on their
avail ability.

Orders supplies used in assigned area.

Wites daily and/or weekly bank deposits, revenue reports and
other related reports.

Wites receipts and collects noney for |odging and services.

Regi sters canpers and assigns canpsites.

Di spl ays brochures, post cards and ot her information materi al
in desk area and ot her assigned pl aces.

Mai | s brochures and information as required.

Types and files rel ated paperworKk.

May oversee and coordi nate work of other | odge desk clerks.

Know edge, Skills, and Abilities
Ability to perform mat hematical cal cul ati ons.
Ability to communicate easily and clearly, both orally and in
writing.
Ability to type and file accurately and efficiently.
Ability to operate office equi pnment.
Ability to coordinate the work of others.

M ni mum Qual i fications

TRAI NI NG  Education equivalent to graduation from a four-year
hi gh school

EXPERI ENCE: No previous experience necessary.

SUBSTI TUTION: A conbi nation of conpletion of the eighth grade
and one year of full-time or equivalent part-tinme paid
experience in retail sales or reservation/registration-desk-
rel ated work may substitute for the training.

Est abl i shed: 9/16/93
Ef fecti ve: 10/ 16/ 93



