FALLON TRIBAL DEVELOPMENT CORPORATION

Adopted/Revised:
08/06/2015

O FFIC IA L POSI TI O N D ES CR I PTI ON
GUEST SERVICES ASSOCIATE
Division:

Fox Peak Cinema

Class Code:

206

Supervisor:

Head Associate/Supervisor

Pay Grade:

Grade 1

FLSA Status:

Non-Exempt

($9.00 - $10.13/hourly)

POSITION DESCRIPTION
The Guest Services Associate delivers exceptional customer service at the theater and work in a variety of
different settings including serving as cashiers at the box office, food service workers at the concession stand,
and ushers in the auditoriums, as well as assisting the maintaining the cleanliness of the entire theater.
DUTIES AND RESPONSIBILITIES
1.
Complete ticket purchase transactions by greeting each guest and identifying tickets requested; reading
a computer screen, operating a keyboard or dispensing manual tickets; completing a credit/debit card
transaction or collecting cash and making accurate change; and thanking the guest.
2.

Ensure the security of all box office cash and tickets and keeping area clean and well organized.

3.

Distribute and understand how to operate assisted movie theater equipment.

4.

Enforce ratings to keep underage guests from accessing auditoriums with adult content.

5.

Selling theater products (food, snacks, and beverages) with an eye to maximizing profits.

6.

Pop popcorn, pour drinks and serve hot dogs, nachos, and other food items.

7.

Greet guests, assemble food orders, operate point-of-sale terminals and make accurate change.

8.

Transport bags of raw popcorn, cans/boxes of seasoning oil, syrup boxes, buckets of ice and other stock.

9.

Maintain cleanliness of entire concession stand including cooking equipment, counters, shelves, glass
display cases, condiment areas, preparation areas and stock rooms.

10.

Perform daily concession maintenance duties.

11.

Provide an experience that is comfortable, distraction-free and picture-perfect.

12.

Control access to theater by greeting, directing guests and tearing tickets.

13.

Monitor auditoriums for picture/sound quality, temperature, lighting and guest behavior.

14.

Create a constant presence inside and outside auditoriums to deter any disruptive conduct.

15.

Assist with crowd control and seating of guests in auditoriums.

16.

Keep box office, concession, lobby, restroom, auditoriums, and exterior clean, well organized and box
office signage updated.
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17.

Make certain guest service is friendly, helpful, fast, and in a timely manner.

18.

Answer questions from guests and resolve any concerns.

19.

Ensure the security of all box office cash, tickets, and concession cash.

20.

Other job-related duties as assigned by the supervisor.

KNOWLEDGE, SKILLS, & ABILITIES:
1.
Proficient guest service, administrative and follow-up skills
2.

Comfortable communication and cooperation with guests, supervisors, peers, subordinates, vendors or
partners

3.

Ability to communicate and work effectively with guests in high-volume setting

4.

Standing, walking, lifting, twisting and bending on a frequent basis

5.

Ability to present a calm demeanor that deters people from engaging in disruptive conduct while
encouraging positive interaction with guests.

6.

Good verbal communication skills as well as math and cash handling skills

7.

Ability to meet tight deadlines under minimal supervision

MINIMUM QUALIFICATIONS
1.
Must be at least 16 years of age and have graduated or are obtaining high school/GED education,
preferably with a focus on business studies.
2.

Must be willing to work flexible hours that will include evenings, weekends and holidays

3.

Physical Requirements: Frequently sit and stand; occasionally walk bend/stoop, reach above shoulder
level, crouch, kneel and push/pull; carry or lift thirty-five (35) pounds of supplies

GENERAL EMPLOYMENT INFORMATION
Fallon Paiute-Shoshone Tribe and Native American/Indian Preference. Employment preferences to members of the Fallon PaiuteShoshone Tribe and to members of federally-recognized Indian Tribes shall apply to this position pursuant to the FTDC’s Personnel
Policies. Persons of Tribe and/or Indian ancestry and wish to claim these employment preferences should submit a copy of the Tribal
Enrollment card/certification indicating the name of the Tribe they are enrolled with.
U.S. Veteran’s Preference. Preference to opportunities to veterans honorably discharged from the United States Armed Forces shall
apply to this position pursuant to the FTDC’s Personnel Policies.
Equal Opportunity Employer. The Fallon Tribal Development Corporation does not discriminate on the basis of race, color, national
original, sex, religious preference, age, handicap, marital status, political preference, genetics or membership or non-membership in any
employee organization, except as allowed by Federal and/or Tribal Law.
Drug Free Workplace. The Fallon Tribal Development Corporation is a drug-free workplace. All employees are subject to a preemployment drug test (at his/her own expense) and random drug screens.
Background Checks. All employees must be able to pass a background check per the FTDC’s background check procedures.
Position Description Limitations. This position description does not constitute an employment agreement between FTDC and the
employee, and is subject to change by the FTDC Board of Directors as the needs of FTDC and the requirements of the job change. This
position description is not intended to present a descriptive list of the range of duties performed by any employee in this position and is
not intended to reflect all duties performed within the position.
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EMPLOYEE RECEIPT AND ACKNOWLEDGEMENT
I have received a copy of this approved position description. I have read this position description (or had it read to me), and I understand
all my job duties and responsibilities. I further understand that my duties may change on a temporary or regular basis according to the
needs of the Tribe without it being specifically included in the position description. I will be notified of these changes in writing and have
an opportunity to ask any questions with my immediate supervisor or Human Resources. I understand that all evaluations and any pay
increases will be based on my ability to perform the duties outlined in this position description. I have discussed any questions I may
have about this position description prior to signing this form.
Employee’s Signature:

Date:

Human Resources Signature:

Date:
This acknowledgment will be placed in the employee’s personnel file.
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