
Town of West Tisbury
POSITION:  Beach Sticker Seller

         DEPARTMENT:  Parks and Recreation
Position Purpose:
This position provides support for the Department of Public Works by selling and maintaining control of beach parking stickers. This position is responsible for maintaining and improving upon the efficiency and effectiveness of all areas under his/her direction and control; performs all other related work as required.  

Supervision:
Supervision Scope: Performs routine duties that are clearly defined by protocol and standard operating procedures. This role requires basic knowledge of departmental operations.   
Supervision Received: Works under the direct supervision of the Parks and Recreation Representative. 
Supervision Given: None.
Job Environment:
Work is performed under varying conditions, with exposure to various weather conditions, and the hazards associated with parking lots. 

Regularly exposed to motor vehicles. 
Makes very frequent contacts with the general public and other staff to receive and provide specific information from the tax collector and assessors list in order to process a beach permit or tennis key. Regular contact is made with the Treasurer/Tax Collector and Assessor office. Contacts are made in person, via email and on the telephone.
Operates a computer, calculator, copier/scanner, laminating machine, telephone and other standard office equipment.
Errors could result in inadequate safety conditions and have adverse public relations.

Essential Functions:
(The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)
Assists visitors with their parking needs by selling the proper permit stickers and making change, stickers include: parking passes, walk-on passes, and night fishing passes. Also sells T-shirts and tennis keys.  

Maintains accurate inventory and count of all permits and money collected. Updates year to date records.

Informs customers about beach rules and regulations. 
Signs kids up for swim, basketball, and soccer camp. 

Cleans shack by sweeping and wiping down counters as necessary.

Maintains awareness of surrounding at all times in order to report suspicious persons or activity. 

Performs similar or related work as required, directed or as situation dictates.

Recommended Minimum Qualifications:
Education, Training and Experience:

High School Coursework. 1+ years of experience working with the public preferred. 
Knowledge, Ability and Skill:

Knowledge: Knowledge of basic math and making change, basic knowledge of the Parks and Recreation department, basic knowledge of the surrounding environment, basic working knowledge of working with the public and customer service practices.  
Ability:  Ability make correct change and keep a record of money collected, ability to deal effectively with the public, ability to plan, organize and collaborate with others, ability to communicate effectively, ability to establish and maintain effective working relationships with other employees, 

Skills:   Excellent customer service and organization skills, excellent verbal communication skills, ability to demonstrate creative problem solving. Skill in computerized Excel or other spreadsheet software and internet/email communication. Strong skill and accuracy working with numbers and details. Skill in the use of the above mentioned equipment
Physical Requirements:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Employee is regularly required to walk, stand, sit, communicate, and hear; ability to handle, feel or operate objects, tools, or controls, and reach with hands and arms as in picking up paper, files, and other common office-related objects.   Occasionally lifts/moves objects weighing up to 30 pounds.  Vision and hearing at or correctable to normal ranges. 

(This job description does not constitute an employment agreement between the employers and is subject to change by the employer as the needs of the employer and requirements of the job change.)
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