Santa Clara University

Department of Athletics and Recreation

Member Services Representative

Job Description
Purpose: 

The Member Services staff is responsible for monitoring the entry system, operating the service desk, and performing office functions of the Pat Malley Fitness & Recreation Center.  This staff also serves as the primary source of Campus Recreation information for participants.

Duties and Responsibilities:

· Assist program participants and faculty users regularly, on the phone and in person, with all aspects of the program.  Make referrals to appropriate areas as necessary.  Be knowledgeable of all Campus Recreation, Athletic, and University programs.

· Respond to, and initiate, all emergency procedures.

· Responsible for the function and operation of the Pat Malley Fitness & Recreation Center service counter and reception desk.

· Responsible for program payment transactions and participant registration for all services, including Intramural Sports, Lifetime Recreation Classes, alumni memberships, guest passes, towel service, and locker service.

· Verify user eligibility for use of the facility.

· Responsible for all aspects of informal recreation equipment inventory and check-out.

· Responsible for securing, logging, and returning lost and found items.

· Provide general office assistance (word processing, mailing, filing, etc.).

· Launder and fold all towels related to the program.

· Complete daily assigned projects including reports, phone calls, program promotions, etc.

· Provide a positive public relations and policy education to participants.

· Attend, and contribute to, all mandatory meetings.

· Ensure a safe environment for all staff and participants.

· Provide a friendly, welcoming, inclusive, service-oriented environment.

· Represent the Campus Recreation Program and Department of Athletics and Recreation in a professional manner at all times.

Required Qualifications:

· Currently enrolled Santa Clara University student.

· Certification in American Red Cross CPR and First Aid is required within 30 days of hiring.

· Willingness and ability to work early morning, night, weekend, finals, and quarter break hours.

Preferred Qualifications:

· Genuine interest in a variety of individuals and commitment to providing quality service.

· Previous customer service, cash handling, receptionist, or inventory experience.

· Excellent oral and written communication skills.

· Candidates should be reliable, self-motivated, and be able to perform multiple tasks simultaneously.

Compensation:

$8.00 per hour - 9-12 hours per week

