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Greensburg YMCA Job Description

Job Title:  Welcome Center Supervisor


Job Code: 50-Clerical
Reports to:
CEO




Revision Date: 4/30/13
 _______________________________________________________________________

Position Summary:

This position is responsible for operating, maintaining and improving the Welcome Center Services.  The incumbent engages members of the YMCA in an effort to help them reach their membership’s fullest potential and assist them in feeling “connected” to their YMCA by ensuring that all members/guest feel welcomed.

Essential Functions:
· Greet all members by name in a pleasant and friendly manner to make them feel special.

· Make sure all members check in by swiping their card or typing their name into the computer. Check in all programs participants, away members and guest when they arrive. 

· Take all membership and class registrations over the counter or phone.
· Answer all incoming calls in a professional manner and transfer to the appropriate department.

· Check and/or post work related messages in the communication book that have been posted since your last shift.   

· Schedule Massage, Racquetball Court & Fitness reservations.

· Input “2 week trial” data and alerts into Aphelion database.

· Sell inventory from the display case and rent towels to members.

· Balance money drawer and batch out charge machine at the end of shift.

· Control and distribute keys for convenience lockers.

· Handle multiple tasks in an organized, efficient and professional manner.

· Assist in maintaining a clean, safe and pleasant environment.

· Possess an understanding of all programs, activities, services and facility.

· Communicate and promote YMCA programs, activities and services.

· Maintain confidentially of all member information.

· Communicate any hour substitutions directly to supervisor. 

· Attend and participate in scheduled Front-line Staff meetings/trainings.

· When required substitute for other member service staff.

· When required, assist other department with administrative duties.

· Making membership cards, collating paperwork, and filing.

· Connect new members with Fitness Staff in order to initiate personalized program planning.

· Other duties may be assigned.

YMCA Competencies (Team Leader)


Mission and Community Oriented: Models and teaches YMCA values. Champions inclusion activities, strategies and initiatives. Ensures high-level services that differentiate the YMCA from other providers. Provides volunteers with orientation, training, development and recognition.

People Oriented: Empathetically listens and communicates for understanding when negotiating and dealing with conflict. Builds relationships to create small communities. Effectively tailors communications to the appropriate audience. Provides staff with feedback, coaching, guidance and support.

Results Oriented:  Holds staff accountable for high-quality results using a formal process to measure progress. Conducts prototypes to support the launching of programs and activities. Provides others with frameworks for making decisions. Develops plans and manages best practices through engagement of team. Cultivates relationships to support fundraising. Effectively creates and manages budgets. 

Personal Development Oriented: Utilizes non-threatening methods to address sensitive issues and inappropriate behavior or performance. Shares new insights. Facilitates change; models adaptability and an awareness of the impact of change.

Qualifications:

1. High school diploma or general education degree (GED); or one to three months related experience and/or training; or equivalent combination of education and experience.
2. Criminal, Child Abuse and FBI clearances and an onsite drug test.

Physical Demands: The employee is occasionally required to reach with hands and arms and use legs to lift/move up to 25 lbs. occasionally. 
This position description is not a contract.  The Greensburg YMCA reserves the right to change this position description as necessary.  I have read and understand the position description, expected work schedule, and rate of compensation, and I accept this position.

EMPLOYEE SIGNATURE:  _________________________________________ DATE:  __________

SUPERVISOR SIGNATURE:  _______________________________________ DATE:  __________

HUMAN RESOURCES SIGNATURE:  ________________________________ DATE:  __________

