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AI-generated content may be incorrect.]              JOB DESCRIPTION  Visitor Center Associate                                       

The Visitor Center Associate provides accurate and up-to-date information about attractions, events, amenities, and the history of Bastrop to tourists and visitors. 
	

	JOB TITLE:

DIVISION/
DEPARTMENT

CLASSIFICATION:

BENEFITS:

	Visitor Center Associate 

Visitor Center 


Part-time 

N/A 
	SUPERVISES:

REPORTS TO: 


SALARY:
	N/A

Visitor Center Manager 

Commensurate with Experience


	
Type of Position: Part-time, including weekends and other hours as required.


	Functional Areas   

	
Visitor Experience
	
· Provides accurate information to visitors about Bastrop, providing information about special events, tourist attractions, amenities and lodging and restaurants.
· Provides information about the historic district and the City’s history.
· Assists visitors with directions and resolving any problems they may encounter during their visit. 
· Handles inbound and outbound phone calls, field inquiries, and screen calls for staff. 
· Records visitor statistics.
· Ensures the visitor center is well presented, organized, easy to use, and accessible.
· Represents BCHS as a heritage tourism expert.  
· Assists with shoppers’ questions and service needs. Makes sales using Square POS.
· Monitor cleanliness and tidiness of the visitor center. Reports any issues to the Visitor Center Manager.
· Various clerical duties as assigned.


	QUALIFICATIONS 

	
Education/
Certifications
	
· High School Diploma or GED Equivalent 



	
Preferred 
Experience
	
· Two or more years’ experience with heritage tourism  


	
Skills/
Abilities
	
· Proficient with Square purchases and inventory management system 
· Proficient with basic telephone systems and intercoms
· Knowledgeable in the use of Internet search engines to locate information, schedules, and other items of interests to tourists
· Knowledgeable about Bastrop County history
· Knowledgeable about area attractions, transportation, dining, hotels, and others of interests to tourists
· Passionate about customer service, skilled in professional and positive customer service communications
· Skilled in establishing and maintaining effective working relationships with employees, city departments, the business community, the news media, vendors, contractors, the general public and others having business with the Visitor Center 
· Detail oriented with excellent organization skills
· Ability to work effectively in a team environment and enjoy working with people
· Must be able to work a varied shift


	
Physical 
Elements & Equipment Use

	
· This position requires a high level of energy and interaction with visitors, guests, vendors, and staff. 
· This position involves extended periods of seated or standing desk work.
· Moderate physical activity 
· Frequent computer and phone use
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