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Texas A&M University
Department of Recreational Sports

Student Job Announcement
	Student Position Title
	Facility Receptionist/Attendant


	Job Description

	Facility Receptionists are customer service representatives who greet and welcome patrons to the Student Recreation Center and Read Building/G. Rollie White Coliseum.

Facility Attendants are customer service representatives who aid in maintaining the care and appearance of the Student Recreation Center and assist with special event operations as needed.
The Facility Receptionist/Attendant is a dual position.  If hired, you will be scheduled to work in both positions.


	Required Certifications

	No certifications are required.  Current certifications in CPR/AED and First Aid are preferred.  Satisfactory completion of staff training by the Department of Recreational Sports is required upon hiring.


	Work Hours/Anticipated Schedule

	All applicants must be willing to work a minimum of 12 hours per week.  This position requires early mornings, late evenings, and weekend hours.  All applicants must also be willing to work holiday and semester breaks.


	Additional Information

	Receptionist Responsibilities
· Greet and welcome patrons

· Verify current Rec Membership status in computerized database

· Check picture ID to ensure use by actual member

· Answer and refer questions from patrons

· Other duties as assigned

Facility Attendant Responsibilities
· Damp mop indoor gymnasiums, racquetball and Archery Room floors

· Assist in special event set-up, operation and tear down

· Assist in day to day laundry operations

· Clean glass walls and panels throughout the facility

· Spot sweeping and vacuuming as necessary

· Refill soap dispensers in shower areas as necessary

· Maintain accuracy of clocks throughout the facility

· Sweep and maintain outdoor pavilion area as necessary

· Other duties as assigned

Environmental Conditions

· Occasionally some bending and lifting of up to 40 pounds may be required

· Some work with cleaning chemicals may be required
Pay Rate

· Starting pay rate for a Facility Receptionist/Attendant is $7.25/hour.


	How to Apply

	In order for your application to be complete, ALL of the following documents must be received.  ALL APPLICATION MATERIALS MUST BE TYPED.  Handwritten and incomplete applications WILL NOT be accepted.  Please make sure your name is on ALL of your application materials.  Application deadline is Wednesday, February 22nd at 5pm.  
Required Application Materials:

1. Student Employee Job Application (may be found online at http://recsports.tamu.edu; click student employment)
2. Resume (If you do not have a resume, please summarize your work experience and/or any other experiences (i.e. student organizations, volunteer work, etc.) you feel relevant on a separate page.)
3. Essay (Please attach a separate sheet: maximum 1 page, 12 point font) answering the following questions.
a. Why is working for the Department of Recreational Sports and specifically the Facilities Staff important to you?

b. What qualities do you feel are important for this position?

c. How might being a part of the Facilities Staff benefit your future career goals?

4. Availability Form (Please complete the availability form that follows this page.)

NOTE:  All applicants must be college students.



	Interview and Training Information

	You will be notified by Friday, February 24th as to whether you have been selected for an interview.

Individual interviews will take place on the following days:

· Monday, February 27th
· Tuesday, February 28th
You will be notified by Tuesday, February 28th via email as to whether you have made it to the second-round.

The second-round will consist of a group social and be held on Wednesday, February 29th from 7:30-8:30pm in the Archery Room (243) of the Rec Center.  You must be available to attend the social in order to be considered for employment.
You will be notified by Thursday, March 1st via email of your hiring status.

If you are selected for the Facility Receptionist/Attendant position, you are required to attend two training sessions:

· Tuesday, March 6th from 4-7pm
· Wednesday, March 7th from 6-9pm



	Contact Information

	For more information about this job, please contact:
Ashley Donaldson,
Facilities Coordinator
adonaldson@rec.tamu.edu 


Rec Sports Facility Staff Applicant
Spring 2012 Availability Form
Name:                                                                   



Phone: ___________________________  


Email:   ___________________________  
Leave blank the hours you are AVAILABLE – i.e., cross out or shade the hours you are unavailable to work during a normal week for the fall semester (allow for travel time between classes).  Shifts run 5:30 am to midnight, Monday-Thursday; Friday shifts are from 5:30 am to 11:30 pm on Friday; Saturday shifts run 7:30 am to 11:30 pm; Sunday shifts are from 11:30 am to midnight.  Work shifts generally last at least three hours.  

You must be available to close two nights out of Thursday, Friday, and Saturday.   
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If your work availability begins/ends on the half-hour or quarter-hour, make an appropriate notation.   For example, if you can work on Mondays, from 6 a.m. to noon and 2:30 p.m. to 6:30 p.m., it would look like:
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I verify that I have completed this availability form to the best of my ability and that if hired I would be willing to work the hours indicated.

Signature:  __________________________________________




Date:  _____________

