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Job Description 
Position: Guest Services Representative 
Department: Guest Services
Reports to: Guest Services Supervisors, Guest Services Manager
Rate: $17.85

Position Requirements: 
The Guest Services Representative is responsible for all guest interactions primarily including day-to-day ticket and membership sales using a POS system, facilitating bike and cart rentals, selling merchandise within the Grizzly Gift Shop and the Cool Cubs ice cream outlet. 

Key Responsibilities:
· Provide exemplary service to all guests using a POS (point of sale) terminal by processing cash and credit card transactions.
· Accurately and efficiently enter information into POS terminals.
· Issue receipts, refunds, change and/or tickets.
· Process new and renewal memberships, address and name changes, and lost membership card transactions.
· Process and verify online tickets, memberships, coupons, and gift cards.
· Respectfully resolve complaints and concerns from the zoo’s guests and members.
· Troubleshoot a variety of challenges such as re-issuing lost membership cards.
· Hospitably welcome guests, answer questions, help them locate enclosures, and provide advice or recommendations.
· Thank guests for visiting the zoo as they leave.
· Relay timely and relevant information to guests regarding memberships, tours, donations, closed enclosures. etc.
· Answer the GVZ information phone line and positively respond to routine inquiries
· Operate and maintain the Cool Cubs soft serve ice cream machine.
· Process Grizzly Gift Shop transactions and maintain the inventory and organization. 
· Assists with special events as needed.
· Provide light janitorial duties as needed. 
· [bookmark: _Hlk30597315]Adhere to all GVZ and department policies and practices.
· Follow the GVZ SOP for Guest Services standards and expectations.
· Demonstrate respect for the Greater Vancouver Zoo and the people who work, volunteer at, and visit the facility.
· Must be willing to work on weekends and holidays. 



Accountability:
The Guest Services Representative is an entry- level position, sharing primary accountabilities of the admission operations and the Guest Services department. 

Knowledge and Experience:
Previous training or experience within a guest services setting is an asset.
Must have strong verbal communication skills. Demonstrated ability to establish and maintain effective working relationships with co-workers, volunteers and visitors.

Education Required:
N/A

Physical Demands:
Sitting, standing and walking for extended periods. Must be physically able to participate in training sessions, presentations, and meetings. 

Sensory Demands:
Frequent loud noise from train operations, construction activities, mechanical equipment and animal vocalizations. Exposure to strong scents from animals and chemical cleaning products.

Environmental Conditions:
Outdoor elements. Extreme summer and/or winter conditions and temperatures. Contact with plant and animal material which may cause allergic reactions.

The above listed tasks are the responsibilities of the Guest Services Representatives employed by the GVZoo. The Guest Services Representative is not limited to the tasks listed above and may be required to perform additional tasks as assigned by the management team.



This is a seasonal contract; part-time or full-time positions available.
Submit resume to: hr@gvzoo.com 
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