

TOWN OF PAHRUMP
JOB DESCRIPTION AND SPECIFICATIONS

JOB TITLE:	CASHIER

SUPERVISOR’S TITLE:   POOL MANAGER

PRINCIPAL DUTIES AND RESPONSIBILITIES:

1. Receives monies for daily and seasonal pool usage.
2. Writes receipts for monetary transactions.
3. Responsible for registering students for all swimming pool classes.
4. Issues and records the sale of season passes.
5. Responsible for counting and balancing daily revenue and completing daily revenue forms.
6. Assists in keeping the first aid kit and office in order.
7. Completes Incident/Injury/First Aid reports.
8. These positions are directly responsible to the Pool Manager, Assistant Pool Manager and Head Lifeguard.
9. Employees are responsible for notifying the Pool Manager of any inability to report for work.
10. Any requests for time off from the job must be submitted in writing and approved two (2) weeks in advance by the Pool Manager.  (excludes sick time)
11. Responsible for reporting ready for duty, in cashier position, when shift begins.
12. Be professional, alert, courteous and always tactful.
13. Refrain from unnecessary talk or visiting.  
14. Make requests in a courteous and determined manner.  
15. Refer detailed inquiries to the Pool Manager, or supervisor of the day.
16. Maintain discipline among the more active patrons so as to insure the comfort and pleasure of others.  DO NOT TOLERATE ANY ROWDYISM.
17. Promptly enforce all facility rules.
18. Keep the facility fit for inspection at all times.  Keep all litter picked up and keep all lifesaving and first aid equipment in readiness.
19. Know your specific duties in the event of a major emergency.
20. Responsibilities also include attending staff meetings and training as required.
21. Employees are responsible to work as scheduled by the Pool Manager.  ANY deviations from the schedule must be approved by the Pool Manager.
22. Employees are responsible for daily and routine cleaning of the lobby, pool, locker rooms, deck, restrooms, and general pool area.  Make regular rounds to pick up trash through the areas when there is a slack period.
23. Maintains good public relations.
24. Answers the telephone if needed.  The proper method of answering the phone is “Pahrump public pool, this is ________, may I help you?”


REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:

Ability to maintain general records and be accountable for monies received as revenue.
Ability to communicate effectively both orally and in writing.
Knowledge of general Pool operations and organization.
Skill in interacting effectively with co-workers and the public.
Ability to plan and prioritize work.

EDUCATION AND EXPERIENCE:

Ability to operate a cash register and calculator, and to give appropriate change.

COMMENTS:

This position may require work outside of normal business hours.  No family/friends will be allowed in pool cage area, nor will babysitting of siblings be allowed during work hours.












By my signature, I attest that I have read and understand the above job description and there is no reason that I am unable to perform the duties listed herein.

								 				
Signature								Date
