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Athletic Desk Attendant
Position Description
 Position Title: Athletic Desk Attendant 
 Reports to: Athletic Director and Assistant Athletic Director
Position Summary: Provides administrative support for the Athletic Director, Assistant Athletic Director and other members of the Athletic Department.
Essential Functions:
· Welcomes all members and guest to the Athletic Department and helps them as necessary.
· Organizes and maintains on a continual basis the filing in the Athletic Department.

· Schedules massage, personal training, and court appointments.
· Receives visitors and telephone calls and refers them to appropriate individuals.

· Assists with department data entry and creates appropriate documents using Microsoft Excel and Word.
· Rings charges to member accounts.

· Prepares and sends out correspondence to the department’s membership.
· Performs all other duties as assigned by the employer.
Qualifications and Skills:
Education: Any combination of education and experience equivalent to graduation from    high school or any other combination of education, training or experience that provides the required knowledge skills and abilities. 

Experience: Minimum one year in a customer service position or as an administrative assistant. 

Additional Skills: Proficiency with Microsoft Office. Must have good organizational, communication and mathematical skills. A professional, outgoing and friendly demeanor is required.
