
 
 

BYRON PARK DISTRICT 
FRONT DESK ATTENDANT 

 
JOB DESCRIPTION 
 
The Desk Attendant is responsible for receiving all incoming calls, all facility admissions, and program registrations. 
 
The Desk Attendant is responsible for performing the essential functions as outlined in this job description.  The Byron 
Park District Desk Attendant is a part-time employee who may work no more than (20) hours per week.  Afternoon/ 
Evenings and approximately 1-2 weekends a month are required.  Work pace varies depending on the task required.  
The position of Desk Attendant may perform duties in the medium work level (lifting 50 lbs.) infrequently.    
 
 
QUALIFICATIONS 
 
The Desk Attendant must be a minimum of eighteen (18) years of age and have a basic knowledge of computers. 
 
IMMEDIATE SUPERVISOR 
 
The Desk Attendant is under the direction of the Byron Park District Marketing and Registration Manager. 
 
 
ESSENTIAL FUNCTIONS 
 
The Desk Attendant is responsible for: 
 
1. Answering the phone, giving out correct information, taking accurate messages and transferring calls to the 

appropriate individual or facility. 
 
2. Being familiar with all Park District programs and other pertinent information. 
 
3. Receiving payment and/or passes from each facility patron and payment and processing program registration 

and all receipts for said payment and registration. 
 
4. Completing the daily cashier sheet accurately, preparing deposits and completing all necessary forms if 

scheduled to work during closing shift. 
 
5. All phases of clerical work required, e.g., data entry and typing of correspondence. 
 
6. Appearance of work area. 
 
7. Staffing front desk at all times during shift. 
 
8. Being familiar with the District’s Personnel Policy Manual. 
 
9. Adhering to established safety practices as outlined by the District’s Safety Manual and/or as set forth by the 

District’s Safety Committee. 
 



10. Performing all other duties as assigned by supervisory staff. 
 
 
MARGINAL FUNCTIONS 
 
Assists all employees of the Park District where and when needed. 
 
 
PSYCHOLOGICAL CONSIDERATIONS 
 
The Desk Attendant may feel stress from being held responsible for their assigned area.  The Desk Attendant must work 
under the supervision and direction of superiors and communicate effectively with patrons and must resolve differences 
and problems that may arise with patrons and/or employees.  The Desk Attendant may feel stress of having to work with 
the computer system on a daily basis. 
 
 
ENVIRONMENTAL CONSIDERATIONS 
 
All activities are performed indoors and those conditions include lighting and temperature. 
 
 
COGNITIVE CONSIDERATIONS 
 
The Desk Attendant must be able to follow directions from their superior with safe follow through, must exhibit good 
problem solving ability and must use good safety awareness.  
 
 
RECOMMENDATIONS FOR ACCOMMODATIONS 
 
1. Workers are allowed and encouraged to use mechanical or manual assists for lifting over fifty (50) lbs. as a 

guideline.  Working in teams will also allow workers to have assistance with heavier equipment. 
 
2. Other situations requiring accommodations would need to be analyzed more specifically. 
 
3. Employees are allowed and encouraged to use available adjustments for the computer  
        keyboard and screen. 
 
 
 
The Desk Attendant staff shall be paid a minimum of $9.00 per hour. 


