9529
TOURI ST GUI DE SUPERVI SOR

Nat ure of Work

Under general supervision, perforns at the full-perfornmance
| evel, greeting and assisting tourists at a state Visitor
I nformati on Center and supervising Tourist Guides at the center.
Performs rel ated work as required.

Di stingui shing Characteristics

Responsible for the day to day operations of the Center and
all enployees; supervises and trains volunteers, part-tine and
sumer enpl oyees.

Exanpl es of Work

Supervises Tourist CGuides in providing maps, literature and
information to tourists; trains volunteers, part-tinme and
sumer enpl oyees and scheduling for center staff.

Prepares nonthly reports on the nunber of tourists using
center: Iliterature and naps used; postage and tel ephone
usage; supply inventory report, enployee attendance and
| eave records and reservati on sumrary sheet.

Greets and assists tourist by providing maps, literature and
information on tourist attractions, accomobdations, routes
and driving tines.

Makes | odging reservations for tourists at notels and canp-
grounds using | odgi ng and canping directories.

Reconmends tourist attractions and points of interest in state
to tourists.

Stocks visitor information center wth maps, brochures and
travel literature; orders all literature, both state and
private, for distribution at center; handl es deliveries from
carriers; takes and picks up nmil and boxes in personal
vehi cl e.

Assi sts tourists in enmergencies such as mechanical trouble and
illness.

Attends neetings, conferences, tours for educational purposes;
handl es all correspondence; nay be called on to do public
speaki ng.

Wrks with cleaning staff and vendi ng machi ne staff.

Know edge, Skills and Abilities
Ability to supervise the work of others.
Ability to interact courteously with tourists.
Ability to follow oral and witten instructions.
Ability to conduct tours of promnent tourist attractions and
narrate historical information
Ability to keep records.
Ability to read road naps.
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TOURI ST GUI DE SUPERVI SOR ( CONT' D)

M ni mum Qual i fications
TRAINING G aduation from a standard four-year high school or
t he equi val ent.
EXPERI ENCE Two years of full-tinme or equivalent part-tine paid
experience or volunteer experience in greeting and assisting
t he public.
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