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POSITION TITLE:  SPORTS & WELLNESS FRONT DESK STAFF 

DEPARTMENT:   MEMBERSHIP AND MARKETING 

REPORTS TO:  MEMBERSHIP ASSOCIATE / FRONT DESK COORDINATOR 

HOURS / STATUS:  FULL-TIME (NON-EXEMPT) 

 

SUMMARY 

The Front Desk staff are the “face of the center” and provide members and guests with a pleasant and 

welcoming environment as they enter the DPJCC. This position is responsible for creating strong 

relationships between the DPJCC and its current and prospective members, along with providing superior 

customer service. The specific duties of the front desk staff are to provide general and program 

information to members and guests that meet their needs related to total health and growing involvement 

in the DPJCC, thereby increasing member enrollment, retention and satisfaction. 

 

RESPONSIBILITIES: 

 Warmly and enthusiastically greet every member by name, with a smile and eye contact.  

 Answer main phone line for DPJCC, transfer calls to appropriate departments, takes messages as 

needed.  Respond to all emails. 

 Possess excellent knowledge of the DPJCC’s mission and programs.  

 Check front desk information binder at the beginning of each shift to keep informed of any 

updates or other important information. 

 Organize and update all forms and supplies at the front desk.  

 Keep front desk and lobby area organized and neat.  

 Responsible for organization of lobby flyer racks with most up to date information, magazine 

displays and overall appearance of lobby area. This should be checked at the beginning of each 

shift. 

 Ability to handle multiple tasks at the same time  

 Communicate with other part time staff, supervisors, and department heads on a regular basis.  

 Must be able to account for petty cash and transactions.  

 Check all ID’s of members including SilverSneaker® and non-members. Follow all instructions 

as requested by membership staff for member check in and membership verification. 

 Perform other administrative duties as assigned by the Membership Director (i.e. email blasts, 

labeling envelopes, phone calls, etc). 

 Well-kempt and groomed appearance. Address members, guests and staff with a smile and warm 

tone. Always wear DPJCC name tag. 

 Accepts and process payment for classes programs as instructed. 

 Process donations and sends donation letters. 

 Write Thank You notes for donations; send letters and cards as needed or as directed. 

 Assists the after-school program with dismissal of children to parents making sure that all 

children are signed out by an authorized adult.  

 Overhead paging to alert members of emergencies or contact members and staff.  

 Assists Manager on Duty in Emergency Procedures. 

 


