PARK & CAMPGROUND ATTENDANT (Seasonal Position)

DEFINITION: Under general supervision, to assist Park & Campground visitors to
register at the campground and to perform tasks to assure that boaters conform with
County requirements prior to boat launching. Perform a variety of routine to moderately
difficult office support activities, which may include recordkeeping, computation and
processing payments, forms processing, report preparation, mail distribution, typing, word
processing, reception, and filing; project a positive image to the visiting public and to
function as a positive and cooperative team member.

EXAMPLES OF ESSENTIAL DUTIES: Duties may include, but are not limited to,
the following:
Greet and assist visitors to the assigned facility.

Answer questions regarding facilities and fees. Assure that fees have been collected.
Monitor and control boat launching activities.
Conduct Quagga mussel inspections.

Performs a variety of support duties related to the assigned work unit to assist staff in less
complex administrative and operational support activities.

Word processes/types correspondence, reports, forms and specialized records and/or
documents from drafts, notes, dictated tapes, or brief instructions.

Proofreads and checks typed and other materials for accuracy, completeness, compliance
with departmental/work unit policies, and correct English usage including grammar,
punctuation, and spelling.

Enters and retrieves data from an online computer system, prepares established reports
and print-outs following established guidelines.

Gathers information from individuals or reference sources to complete and process
various routine forms, records, documents, and applications; tracks data and timelines and
follows up as necessary to obtain additional information.



Maintains records and processes forms, such as time records, purchase requisitions and
orders, and others specific to the organizational unit.

Assists in performing a variety of routine bookkeeping/accounting support functions;
posts and transcribes data, verifies numbers and calculations, counts and deposits monies,
prepares and updates a variety of reports, which may require the use of routine
mathematical calculations.

Establishes and maintains office files, recordkeeping systems, and database; researches
and compiles information from these resources and systems.

Acts as receptionist and receives and screens visitors and telephone calls, takes messages,
and schedules appointments as requested.

Provides factual information regarding County and/or assigned department, division, and
work unit activities and functions; refers more difficult inquiries to appropriate resources
as necessary.

Collects fees; issues receipts, and other documents; and performs necessary calculations
for recording and/or reporting activities.

Maintains and updates standing inventories of office supplies and materials; may complete
purchase orders/requests based on established standards and approved standing orders;
receives approved supplies and materials, logs, and distributes to appropriate parties.

Reviews computer-produced reports to verify accuracy and makes necessary corrections
as assigned.

Orders office supplies and printed forms.
Assist other Park & Campground employees, as required.

Performs related duties as assigned.



EMPLOYMENT STANDARDS:
Education/Experience: A high school graduate or equivalent with six months clerical
experience in an office environment.

Knowledge of: Organization, procedures and operating details of an office; standard
and accepted English usage, spelling, grammar, and punctuation; principles of customer
service and reception techniques; basic office methods and equipment including filing
and computer systems; basic mathematical calculations; basic computer software and
keyboarding.

Ability to: Utilize a personal computer and office equipment at a level necessary for
successful job performance; organize tasks and determine priorities in order to meet
assigned deadlines; interpret, explain and apply operating policies, rules, and
procedures of an assigned function.

Review documents related to department operations; observe and identify problems
related to duties; understand, interpret and explain department policies and procedures to
the public and staff.

Learn the organization, procedures and operating details of the County department and/or
work unit to which assigned; perform routine clerical work including maintenance of
appropriate records and preparation of general reports; verify and check files and data;
understand and carry out both oral and written directions; perform routine mathematical
calculations to include addition, subtraction, multiplication, and division; learn to use a
personal computer and office equipment necessary for successful job performance; work
with various cultural and ethnic groups in a tactful and effective manner; word
process/type accurately at a speed necessary for successful job performance; meet the
physical requirements necessary to perform required duties in a safe and effective manner
for self and others; establish and maintain effective working relationships with those
contacted in the performance of required duties.

Deal tactfully with the general public and others contacted in the course of work;. work
outdoors when necessary under varying weather conditions; reach with hands and arms;
lift and carry up to 50 pounds.

Special requirements: This position will be required to work on holidays, weekends
and evenings, as needed Must possess a valid driver's license issued by the State
Department of Motor Vehicles. As required by the position. Proof of adequate vehicle
insurance and medical clearance may also be required.

Typical Physical Requirements: Sitting for extended periods of time daily; standing
and walking short distances. Normal manual dexterity and eye-hand coordination
required. Repeated hand-wrist movement required. Corrected vision to normal range;
normal hearing and talking is required for verbal communications. Ability to use a
variety of office equipment and machines as referenced. Good memory and recall is




necessary for the accurate and timely transfer of data/information. On a continuous
basis, sit at desk and/or stand at counter for long periods of time. Intermittently twist
and reach office equipment; write or use keyboard to communicate through written
means; perform simple grasping and fine manipulation. Work outdoors when necessary
under varying weather conditions; reach with hands and arms; lift and carry up to 75
pounds.

Typical Working Conditions:

Most assigned work is normally performed in an office located at a County park and/or
campground or at the boat launching dock. Continuous contact with County staff,
management, general public, and outside organizations/agencies.
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