Imperial River Company Job Description

Position: Front Desk (Seasonal; Full-Time — Mid to Late April through early October)

Reports to: General Manager

Wage: $17-20/hour

This is a seasonal Front Desk position supporting peak summer operations through the primary hospitality season
(approximately through early October).

As a Front Desk Associate, you are responsible for keeping the guest experience throughout their time with Imperial River
Company consistent and positive. This includes check-ins, check-outs, event assistance, touching base with other
departments throughout the day.

You will work closely with the General Manager, Operations Manager and other department Leads.

Position Qualifications
® Fun, Friendly attitude
Hospitality experience/customer service experience
Attention to Detail
Organization
Proficient Computer Skills
Knowledge of email and internet browsing
Proficient in use of multi-line phone system
High School diploma/equivalent or in the process of

Must be willing to work evenings and weekends, as needed

Current Oregon Food Handlers Card

Ability to work efficiently in a fast-paced environment, and find tasks when slow
Ability to meet physical demands including lifting, standing, and extended movement

Team Support Responsibilities Include
e Answer Phone
o Information
o Raft Lunch Reservations
o Lodging Reservations
o Rafting Reservations
m Deposits
m Confirmations
e Check In/Out Guests
e Housekeeping
o  Print out Daily Work Schedule
e Clean Office Area
o Displays, Windows, Floors, Furniture
e Stock Apparel and Merchandise
Meetings
o Set Up/Prepare & Serve
m Coffee, Meals, Snacks

E-Mail
Show people to their rooms
Help other departments, when needed
Continental Breakfast: Re-Stock, Clean Up, Wash Dishes
Complete Daily Check Lists
Miscellaneous
o Assist Managers as needed
e Equipment Maintenance
o Report problems immediately to MOD

Job Perks

RV space available (if you have your own RV)
Opportunity to ride rafting trips if space allows
Beautiful location on the banks of the Deschutes River
Seasonal employment through early October

(541)225-5180 email resume to: chelsie@deschutesriver.com



