Job Description – Registration Office Staff

Overview – Ferry Beach Park Association Registration Office Staff
You are the first contact for everyone coming to Ferry Beach, and first impressions MATTER. As a summer office clerk, you will interact with conferees and guests daily and perform all activities as directed by the Registration Office Manager. In addition to being friendly and helpful to all who come to the office, you will also perform many tasks that will allow the office to be the model of efficiency and professionalism. Insuring that our guests have a great experience at Ferry Beach begins with you, whether you are answering questions over the phone, checking someone in at the front desk, or interacting with guests throughout the day. Your ability to do your job properly will reflect on the entire organization. You will also be seen as a source of Ferry Beach information, and the person who knows what is going on.  
Responsibilities
1.
Open and close the office

2.
Work the front counter and field questions from guests

3. 
Process and review registrations
4.
Enter information accurately into the database

5.
Handle petty cash and monitor cash drawer

6.
Process cash, check and credit card transactions
7.
Answer phones and review and process registration emails
8.
Take and pass along messages

9.
Communicate registration information with the Grove/Campground Staff
10.
Use Conference/Room booking software
11.
Process daily mail

12.  
Verify meal plans and sell individual meals in the Dining Hall
13. 
Ensure all guests and conferees are given a nametag and parking pass

14. 
Recognize top donors when they check in 

15. 
Recognize first time guests to Ferry Beach

16. 
Be knowledgeable of the history of Ferry Beach 

17.
Give campus tours to new guests
Typical Registration Hours
Registration is open 7 days/week during our summer season. The office typically opens at 8:30 am every day and will stay open until 6 or 7 pm. The office closes for lunch for all staff to have the opportunity to take their lunch break. Staff is scheduled based on the needs of Ferry Beach. When there is a conference “check in” day, more staff will be scheduled then on a day when a conference isn’t scheduled to begin. Most conferences start on Saturday or Sunday. Weekend shifts are mandatory for all Registration office staff. There are 3 different shifts, a morning, mid day and afternoon shift with either a 30 minute scheduled lunch or dinner break.
Registration staff will be needed from June 10 – September 4, 2017. Training will be scheduled prior to June 10 to ensure staff is able to perform all duties of the job. Allowances may be made if you are not able to work the entire summer season. If you have any preplanned vacation or restrictions to your availability, please make that known before you are hired. All changes to your schedule once the summer season begins will need to be approved by the Registration Office Manager.

Registration Summer Schedule* (shifts may be full day or partial day)
Sunday Hours 8:30 – 6 pm 
Monday Hours 8:30 – 6 pm 

Tuesday Hours 8:30 – 6 pm 

Wednesday Hours 8:30 – 6 pm 
Thursday Hours 8:30 – 6 pm 
Friday Hours 8:30 – 6 pm 
Saturday Hours 8:30 – 6 pm 
*Dining Hall Meal Sales will be part of the Registration Office Staff duties for Breakfast 7:30 – 8:30, Lunch 12 – 1 pm and Dinner 6 – 7 pm. This coverage will be scheduled to allow for your scheduled 30 minute meal break.
Supervision

Your immediate supervisor is the Registration Office Manager. You may also from time to time be asked to perform certain office-related tasks directly by the Executive Director or Hospitality Manager.
Office Rules

1. Always be courteous to our guests. If you are having a problem with someone, contact the Registration Office Manager or Hospitality Manager, or ask them to come back when one of these people is available to help them with whatever you cannot help them with.

2. You must be in the office before your shift is set to start.

3. Outgoing personal calls are not allowed, and incoming personal calls can only be used to take messages. Plan all phone calls after your shift.

4. Do not allow anyone to sit on or lean over the front desk. There is cash and we have a lot of personal documents on hand. 
5. The office door should always be locked.
6. No one who is not on the office crew is allowed into the office. (Both the Hospitality Manager and the Executive Director are extensions of the office crew.)

7. As per the Ferry Beach policy, there is no smoking during working hours.
8. If you are unable to work your shift do to a pre-planned engagement or an unforeseen circumstance, it is your responsibility to contact the other Registration Staff members to cover your shift. These schedule changes must be communicated to the Registration Office Manager. 
With the small team that is hired for this department, the burden will fall on the other scheduled staff if you aren’t able to find a replacement for your shift. And this will ultimately affect the service we will provide to Ferry Beach guests and conferees.
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