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GATE ATTENDANT POSITION DESCRIPTIONPRIVATE 

Supervision and Direction
The Gate Attendant takes direction from the Board of Trustees, and from the Manager on a daily basis. The Vice President acts as liaison between the Board of Trustees and the Gate Attendant. The Treasurer establishes the policies and procedures for recording revenue and custody of the daily revenue. The Board of Trustees hires for this position.

Duties and Responsibilities
The Gate Attendant is responsible for ensuring that patrons are bona fide members or guests, managing the use of the telephone and tennis courts, and controlling cash.  The Gate Attendant will be familiar with Swim Club rules and regulations.  The Gate Attendant will:

1. Ensure the telephone and hand mike are available at the desk during normal operating hours.  Manage the telephone and hand mike, taking calls and paging patrons or employees as needed.  Telephone call priorities:

a) Emergency services required at the pool have priority over all other calls.

b) Emergency calls for patrons have next priority.

c) Calls to conduct official Swim Club business have the next priority.

d) Routine calls by or for patrons have next priority.

2. Check-in all members and guests prior to entry to the pool area. Sign-in guests and collect any required fees. Refuse entry to those without valid passes. 
3. Receive membership applications, collect fees and issue temporary passes. For those who paid deposits, collect the balance due and issue passes.

4. Receive and control cash from guests.

5. Accept applications and reserve space for parties on a first-come, first served basis. Collect related guest fees from non-members on the date of the parties.

6. Accept registrations for swim lessons and other swim instructional activities on a first-come, first served basis. Collect related fees at the time of registration.

7. Deliver cash and membership applications to the Swim Club Treasurer at the end of the day.

8. Report any problems to the President.

Work Hours
The Gate Attendant is an hourly position and will work during normal pool operating hours. Hours will be scheduled on a weekly basis, approved by the Vice President, and posted in the office.

Normal operating hours are:

· 11:00 A.M. to 8:00 P.M. Monday through Saturday; until 9:00 P.M. during a four to six week period (see the Pool Operating Calendar)

· 1:00 P.M. to 8:00 (or 9:00 P.M.) Sunday.

· Additional working hours are:


(1)
Teen Night, 7:00 P.M. to 9:00 P.M.,


(2)
Preteen Night, 7:00 P.M. to 9:00 P.M. 

The Gate Attendant is responsible for checking the schedule and being ready to begin work upon pool opening by the Pool Manager.

Hours vary. Gate Attendants are required to work days, nights, weekends, and holidays.  Work hours are subject to change depending on the weather and crowd, generally following the changes in hours set by the Pool Manager for the Lifeguards.

The Gate Attendant will be present at the pool whenever the pool is open to the public.


GATE ATTENDANT

Prior to Opening

(1)
CHECK-IN WITH THE MANAGER

(2)
INSTALL THE TELEPHONE AND HAND MICROPHONE, AND TURN-ON THE AMPLIFIER.

SET UP THE DESK.

During Operating Hours

(1)
CHECK-IN ALL MEMBERS AND GUESTS, REFUSE ENTRY IF VALID PASS IS NOT PRESENTED.

(2)
SIGN-IN GUESTS (MEMBER SPONSOR NAME AND GUEST’S FIRST AND LAST NAME) AND COLLECT RELATED FEES.

(3)
RECORD CASH RECEIPTS BY CATEGORY; E.G., TELEPHONE, GUEST, PARTIES, SWIM LESSONS, ETC.

(4)
RECEIVE NEW-MEMBER APPLICATIONS AND ISSUE TEMPORARY PASSES. REVIEW MEMBERSHIP FORM TO ENSURE DATA IS ACCURATE AND COMPLETE.
(5)
ISSUE PASSES TO THOSE WHO PAY THEIR ANNUAL DUES BALANCES. 

(6)
CONTROL USE OF THE TELEPHONE AND COLLECT $.25 FOR EACH OUTGOING NON-EMERGENCY, NON-POOL BUSINESS TELEPHONE CALL. NON-EMERGENCY, NON-POOL BUSINESS CALLS ARE LIMITED TO THREE MINUTES.

(7)
TAKE SWIM LESSON REGISTRATIONS AND BIRTHDAY PARTY RESERVATIONS. CONFIRM DATA ON THE REGISTRATION MATCHES THE DATA ON THE CHECK

(8)
Do not accept checks from non-members or guests. Verify membership status with the membership list. ALL CHECKS MUST HAVE A STREET ADDRESS AND LOCAL PHHONE NUMBER.

Closing
1. TAKE-DOWN THE DESK.

2. LOCK THE TELEPHONE AND HAND-MIKE IN THE CLUBHOUSE, AND TURN-OFF THE AMPLIFIER.

3. CHECK-OUT WITH THE MANAGER BEFORE LEAVING THE POOL AREA.

4. DELIVER NEW MEMBER APPLICATIONS, SWIM LESSON APPLICATIONS, CASH RECEIPTS, AND CASH RECEIPT RECORDS TO THE TREASURER.
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