UCCS UNIVERSITY CENTER
DEPARTMENTAL JOB DESCRIPTION AGREEMENT

INFORMATION DESK COORDINATOR
JOB SUMMARY
A part-time position working in the University Center involving approximately 20 hours, not to exceed 25 hours per week.  Responsible for the for the general operation of the University Center Information Desks, and should assume a professional, helpful, friendly, and responsible attitude always.  Must be trustworthy and demonstrate integrity by being able to work with confidential information.  The Information Desk staff report to the University Center Associate Director but will be supervised by the University Center Graduate Assistant for Service Operations in conjunction with the Information Desk Lead

MINIMUM QUALIFICATIONS:
1. This position is of physical nature that often requires navigating Info desk standing, sitting and concentrating for long periods, and reaching/bending/walking as needed.

2. Flexible availability is required as work shifts involve a variable schedule with day and/or evening hours, weekends, and certain holidays; with a collective effort to work around class schedules.  

3. Preference will be given to candidates with University Center experience and those candidates that can commit for three semesters (including summer), other related work experience or transferable skills will be considered for external applicants. 

4. Has the ability and/or experience with a point of sale system.
5. Must have demonstrated ability to deal with multiple tasks at once, respond to challenging requests, and stay flexible in fast-paced and sometimes manage.
6. Must be enrolled in at least six (6) credit hours at UCCS for the current semester or previous semester for summer employment. 

RESPONSIBILITIES
· Responsible for the smooth functioning of the Information Desk while on duty.
· Fields walk-up inquiries, answering University Center telephones and email, by responding appropriately, tracking detailed information, and communicating out as necessary.
· Accountable for the accurate dissemination of information to students, staff, faculty, alumni, and the general public.
· Handle financial processes responsibly and with integrity during sales transactions and opening and closing of shifts.
· Responsible for the general cleanliness and organization of both Information Desks and surrounding area. 

· Aspires for excellence as exemplified by visitor engagement, work group collaboration and promotion of a positive work environment. Comfortable interacting with people from different backgrounds while maintaining a friendly, flexible demeanor.  
DESIRED SKILLS

· Excellent organization, oral and written communication skills, along with the ability to consider multiple perspectives, synthesize information and draw conclusions in service of supporting student improvement.

· Coordinate/facilitate inter-departmental and work group communication around service needs as they arise.

· Adapts to feedback and focused on continuous improvement.

· Able to stay motivated fast-paced, highly collaborative team environment.  

· Aspires for leadership excellence as exemplified by visitor engagement, work group collaboration and promotion of a positive work environment. Comfortable interacting with people from different backgrounds while maintaining a friendly, flexible demeanor.

· Able to exemplify understanding of the “Role of the Union”, in interactions with guests and visitors to campus. 

SPECIFIC DUTIES

1. Answer telephone calls, walkups, and emails promptly and professionally; aiding clients effectively.

2. Answer questions and give directions to individuals needing assistance in a timely and effective manner.

3. Sell items and account for retail items, cash receipts, replenishment of inventory items as needed.
4. Stays informed and provides a resource of collected information to include class registration information, bus schedules, locations of campus offices and services, and other general campus/community information.

5. Provides services to the campus community to include making change, selling various items, One Card/ID services, equipment checkout, and providing refund money for campus vending machines.
6. Provides clerical support to University Center staff when necessary.

7. Responsible for Campus ID Card Distribution and verification. Assists with Freshman Orientation days, as well other special events.
8. Attend regular staff meetings and trainings. 

9. Other duties as assigned.

COMPENSATION

4101- Entry Level/Semi-Skilled - Salary Range - $12.32-$16.00 per hour/Student will be paid $12.32 per hour
· This position is eligible for sick leave under the Colorado Healthy Families & Workplaces Act

· The University of Colorado Colorado Springs is committed to providing a safe and productive learning, living and working community. To assist in achieving this goal, we conduct background investigations for all prospective applicants being considered for employment. Background investigations include a criminal history record check, and when appropriate, a financial and/or motor vehicle history check.

· UCCS is an equal opportunity and affirmative action employer. In compliance with applicable laws and in furtherance of its commitment to fostering an environment that welcomes and embraces diversity, the University of Colorado does not discriminate on the basis of race, color, creed, religion, national origin, gender, disability, age, veteran status, sexual orientation, gender identity or expression, genetic information, political affiliation or political philosophy in its programs or activities, including employment, admissions, and educational programs.

