[bookmark: _GoBack]Pueblo Zoological Society
Guest Services Coordinator

Pueblo Zoo Mission:  To empower people to engage in conservation 
of animals and their natural habitat. Empower. Engage. Conserve.
Pueblo Zoo Vision: To be the trusted leader in our community raising awareness of the
 value of biodiversity and promoting conservation.
Pueblo Zoo Core Values:  Animal Welfare, Conservation, Teamwork,
Education, Collaboration, Community

Status: Part Time, Non- Exempt
Regular Schedule: Wednesday – Sunday (30 hours per week)
[bookmark: _gjdgxs]Reports to: Director of Guest Services 
Compensation: $15.00/hour
Benefits: Prorated sick time and holidays, and a commitment to flexible work schedules and professional development. 

ORGANIZATION OVERVIEW:
The Pueblo Zoo is a vibrant, collaborative, and flexible workplace. The Pueblo Zoo is accredited by the Association of Zoos and Aquariums and is home to nearly 200 animals representing more than 125 species.  Driven by our mission to empower people to engage in conservation of animals and their natural habitat, we serve 100,000 annual visitors, provide educational outreach to tens of thousands of students, and directly support global species conservation. At its core, Pueblo Zoo values animal welfare, teamwork, education, collaboration and community.  The Zoo is located in Southern Colorado and provides a great living experience in a big, small town that offers endless outdoor and cultural opportunities without the hassle of congested big city problems. 

DUTIES & RESPONSIBILITIES:

Large Rentals: 
· Coordinate private parties and large group rentals at the Mandari and 30’s Club shelter (and other relevant zoo venues if applicable) 
· Responsible for all communications with renters, completion of rental contracts, scheduling and maintaining rental calendar.
· Clear communication with Grounds Team ensure flawless set-up and clean-up 
· Ensure check-in, final payment and check-out, and ensuring overall customer satisfaction.  
· Establishes table layout for each event, includes coordination of set up and tear down with buildings and grounds staff
· Ensure guest services specialists have everything they need for the duration of their rental

Birthday Parties
· Schedule, organize and implement party offerings - including all communications with renters, completion of rental policies, scheduling and maintaining rental calendar.  
· Responsible for coordinating all the necessary amenities for the hosted birthday parties - supply management (decorations, gift bag items) and ordering food & cake.
Behind the Scenes
· Schedule Behind the Scenes Encounters. 
· Coordinate with Animal Care staff on scheduling.  
Memberships:
· [bookmark: _30j0zll]Work closely with guest services to ensure team members have necessary information to ensure membership purchase and renewals.
· Process all membership dues and renewals on a daily basis.
· Process gift cards with assistance from the guest services team.
· Manage renewal process to improve retention and engage lapsed members.
· Respond to all membership questions and issues in a courteous and timely manner and ensure excellent customer service.
· [bookmark: _1fob9te]Process all membership donation requests from partner organizations.
[bookmark: _sp8j5uwbkzj3]
[bookmark: _5nxbpz744ops]Guest Services Coordination: 
· [bookmark: _4idtate9pv2i]Schedule guest services team members in all guest services areas including but not limited to gate, cafe, gift shop, bar, train, rentals, etc.
· [bookmark: _8f41m6gnewx2]Provide coverage in guest services areas in the event of call outs 
· [bookmark: _hjnh07sw5l3l]Work one shift a week in cafe (during season) and gate to ensure knowledge in those areas
· [bookmark: _f4qrb1segxv6]Assists Director of Guest Services with training new hires in the guest services department
· [bookmark: _9q4b5lj7g114]Provide assistance with POS system to guest services staff members 
[bookmark: _xlild1f3lqnq]
Other
· Ensure customer evaluation and follow up is completed for all rentals 
· Works closely with the Guest Services Specialists to ensure execution of planned events.
· Works with Director of Guest Services to analyze and improve rental offerings
· Works with Event Coordinator to schedule ElectriCritter takeovers
· Must be able to occasionally work during regular days of and/or irregular hours
· Other duties as assigned

KNOWLEDGE, SKILLS, AND ABILITIES:
Excellent interpersonal, verbal and written communication skills.  Must be self-motivated, self-managed, able to handle multiple tasks and have outstanding organizational abilities, good judgment and strong ethics.  Strong customer service skills and the ability to handle stressful situations.  Must be flexible and able to work well as a team member with other staff in all departments.

MINIMUM & PREFERRED QUALIFICATIONS:
Associate’s degree preferred. Minimum of high school diploma with three years of experience in general office work. Exceptional customer service skills.  Proficiency in Microsoft Suite required, including Excel, Word, and PowerPoint. Google Suite and Canva proficiency preferred. Must be able to learn Doubleknot Point of Sale System and DonorSnap database. 

PHYSICAL AND ENVIRONMENTAL:
Must be able to sit for long periods of time working on a computer screen. This position requires multi-tasking and focus with a lot of background noise. Must have the ability to listen and respond to radio needs as required. Work may involve occasional assistance of others in the manipulation of heavy objects, standing for long periods, or walking long distances. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

