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Cultural Attractions - Guest Services Associate
Company Name: [INSERT COMPANY NAME HERE]
Department: Guest Services
Reports to: Guest Services Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
Guest Services Associates are the people guests turn to for help. You answer questions at the information desk and around the site, rent strollers and wheelchairs, run lost and found, and follow our lost child procedure when a family gets separated. You call for first aid or security when needed.
2. Essential Duties and Responsibilities
1. Greet guests, give directions, and share the day's schedule of [keeper talks, feedings, or gallery tours].
1. Rent strollers, wheelchairs, and [scooters], and check them back in for damage.
1. Follow the lost child procedure: stay with the child, radio a description, and release the child only to a verified adult.
1. Log lost and found items and return them to their owners.
1. Radio first aid or security and stay with the guest until help arrives.
1. Help with accessibility requests such as sensory kits, accessible routes, and service animal questions under your policy.
1. Handle guest questions and complaints, and pass what you can't fix to a supervisor.
3. Key Tasks / Daily Activities
1. Set up the information desk, radios, maps, and rental equipment before opening.
1. Rove the grounds or galleries during busy hours to help guests and spot problems.
1. Help manage lines and crowds at popular exhibits and events.
1. Log incidents, lost items, and guest comments in the shift report.
1. Close the desk and report any rental equipment that is missing or broken.
4. Key Performance Indicators (KPIs)
1. Guest survey scores for staff helpfulness: [your target].
1. Shift checklists completed: [your target].
1. Incident reports filed the same day: [your target].
1. Rental equipment returned and accounted for: [your target].
5. Required Qualifications and Skills
1. [High school diploma or equivalent, or currently in high school].
1. Friendly, clear communication with guests of all ages.
1. Follows safety procedures and learns radio codes.
1. Available weekends, holidays, and [summer or peak season].
6. Preferred Experience
1. Customer service experience in retail, food service, or hospitality.
1. First Aid and CPR certification.
1. Speaks Spanish, ASL, or another language your guests use.
7. Physical Requirements
1. Stand and walk for most of a shift, indoors and outdoors.
1. Push wheelchairs and strollers and lift items up to [25] pounds.
1. Work outside in heat, cold, and rain while roving.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Part-time, full-time, and seasonal shifts. Weekends and holidays are required.
1. Mostly at the entrance or out on the grounds [depending on your site].
1. Uniform provided; follow your appearance and radio rules.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new guest services associate gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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