Job Description - City Of Kirkwood
Job Title:  Recreation Clerk





Job Level:  Part-Time

Department: Parks & Recreation




Pay Range:  $9.00 - $13.50/hour

Reports To:  Office Manager





Description: January 20163
Primary Purpose: Staffs front desk and is tasked with providing registration services, answers phone calls and provides information. Performs light clerical duties including preparing mailings, promotional items, word processing tasks and filing.  

Supervision: Reports to Office Manager.  This position does not typically supervise other employees.

Description of Work:

A. Essential Functions

1. Serves as first responder to all incoming phone calls when on duty.

2. Processes registrations, both in person and over the phone.

3. Balances cash drawer at end of each shift and places cash drawer and receipts in locked storage.

4. Assists program staff by completing mailings, preparing promotional materials and making phone calls to program participants, and running reports as requested.  Assists with conduct of recreation programs as required.

5. Completes word processing and copying tasks as assigned.

6. Files incoming documents and catalogues.  Assists with long term storage and purging of files and other file maintenance tasks.

7. Cleans and stocks front counter and copy room areas. 

8. Completes park facility reservations.

Knowledge, Skills, And Abilities Required:

Ability to read and follow written orders.  Ability to use computer.

Physical Requirements:
1. Ability to sit or stand in an office environment for extended periods.

Working Conditions:
Work is primarily done in an indoor office setting.  Occasional exposure to outdoor conditions.

NOTE:  This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employee may be required to perform other duties as necessary for the effective operation of the department.

