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I. POSITION:  Membership Services Associate

QUALIFICATIONS: This is a non-exempt position serving Indian and non-Indian patients/clientele. GED or High school diploma is required with full-time and/or part-time positions.  Students in a fill-in position are expected to maintain good to excellent academic standing at their school.  Previous work experience as a receptionist, greeter, administrative assistant or equivalent is preferred. Position requires direct interaction with customers, providing information on products and/or services, problem resolution, and general assistance. Data entry skills, conflict training, problem solving skills, analytical skills, and organizational skills are also recommended.  To be considered for this position applicants must be able to work flexible hours, including nights, weekends and holidays.
II. PERSONAL CHARACTERISTICS

1. Possesses demonstrated ability to perform as a team player.

2. Maintains positive peer relationships and provides assistance in a friendly, helpful manner to all patients, visitors and staff.

3. Possesses the ability to work independently, is detail oriented, organized, and works under pressure. Meets deadlines. 

4. Must have consistent work attendance record.

5. Demonstrates cultural sensitivity. 

6. Enthusiastic personality; neat, professional appearance.

7. Understands and practices confidentiality.

III. SUPERVISION:

The WC Director supervises the Membership Service Associate.

IV. ADA ESSENTIAL FUNCTIONS

A. Hearing: within normal limits with or without use of corrective hearing devices;
B. Vision: adequate to read 12-point type with or without use of corrective lenses
C. Must be able to verbally interact with staff, clients and public
D. Manual dexterity of hands/fingers for writing, computer input 
E. Able to lift up to 20 lbs.,
F. Standing 25-50 % of the day
G. Walking 25-50 % of the day
H. Pushing, up to 40 lbs.
I. Pulling, up to 30 lbs.
	
MAJOR RESPONSIBILITIES

	DUTY
	STANDARD
	RATING

	Membership Service Associate
	1. Knowledgeable about all Wellness Center departments (Managers and front line staff) and their functions and responsibility.

2. Responsible for appropriately training new employees and cross-training current employees until they are comfortable enough to work on their own.  

3. Completes all duties on daily cleaning schedules.

4. Follows all opening and closing procedures.  

5. Attends all meetings as assigned.

6. Adheres to all WC policies and procedures.
	

	Customer Relations
	1. Responsible for all Conference and Training room reservations.  Maintains accurate recording of the schedule in Check Free software; adheres to WC policies regarding room reservations.

2. Handles all court and cardio equipment and reservations accurately; adheres to Wellness Center policies regarding reservation times, length of booked time, no shows, etc. 

3. Enthusiastically greets and checks members in as they enter.  

4. Checks out and back in towels.
5. Offers a parting wish to all members and guests as they exit the Wellness Center.

6. Initiates the registration process. 
7. Serves as a resource for the members with questions about Wellness Center policies, programs or services.
8. Handles complaints, documents incidents, and reports requests for further assistance to superiors.
9. Answers all incoming calls, forwards calls professionally and efficiently; takes accurate messages as needed.

10. Promotes the Snack Bar, Pro Shop, Wellness Center events and programs to members as they check in.
	

	Snack Bar/Pro Shop Responsibilities
	1. Maintains an adequate amount of Pro Shop supplies and Snack Bar inventory and re-orders when necessary.

2. Prepares all Snack Bar orders in the most efficient manner/order possible.

3. Follows sanitation guidelines when preparing snack order.

4. Maintains the Snack Bar area, keeping the counters uncluttered, and eating area picked up and cleaned.

5. Ensures that the food, drink cases of the Snack Bar and supplies of the Pro Shop are stocked and neatly displayed.

6. Takes a physical count of all Pro Shop and Snack Bar inventory at the end of each month.
	

	Administrative Duties
	1. Processes incoming and outgoing mail.
2. Assists administration with Wellness Center duties such as mailings, telephone campaigns, newsletter, etc.

3. Monitors membership for registered sex offenders in accordance with Wellness Center policy.
	

	Cashier Duties
	1. Handles point-of-sales transactions and billing payment drop-offs; collects and records fees.

2. Collects guest, Snack Bar and Pro Shop fees as applicable.

3. Prepares daily sales sheets, runs “Z out”, runs batch report, documents cash in till and cash to be deposited, and then sends to WC administration.
	

	Member Services
	1. Takes perspective new members on one-on-one tours and provides a thorough orientation of the Wellness Center and benefits. 

2. Publishes information on upcoming events and programs via Newsletter, flyers and email.
3. Keeps annual members informed of their status (termination, messages, etc.).
	

	Other
	1. Performs other responsibilities or projects as assigned by the Front Desk Lead or Wellness Center Director.

2. Performs other duties that may be necessary in the best interest of the organization.
	


EVALUATOR’S COMMENTS:

	

	

	

	

	

	

	

	

	

	


EMPLOYEE’S COMMENTS:

	

	

	

	

	

	

	

	

	

	


INDIVIDUAL GOALS/OBJECTIVES:

	

	

	


I understand that by signing this review, I am not indicating agreement with the rating, but I am acknowledging that my supervisor has reviewed and discussed this performance evaluation with me.

	Employee’s Signature:
	Date:

	Evaluator’s Signature:
	Date:

	Evaluator’s Supervisor:
	Date:


Revised 02/01/11

Reviewed
- 5 -
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