Game Room Supervisor

SUMMARY: 

Under the direct supervision of the Student Union Building Manager, is responsible for the operation of the entire facility in the absence of professional staff.  Must fulfill management, administrative, and other general responsibilities to meet the performance expectations for this position.
DUTIES AND RESPONSIBILITIES: 

1. Create and implement training program for sales clerks/cashiers.  As requested, assists with performance appraisals of these employees.

2. Create schedule for Game Room (1 hour).

3. Work with the department accountant to count on Tuesday mornings (2 hours).

4. Maintain supplies by completing new orders, checking in orders when they arrive, repairing supplies when possible, etc.  Keep an accurate inventory of all games room supplies on a weekly basis, reporting any shortages to the Associate Director (2 hours).

5. Coordinate all Billiards & Video Tournaments in Games Room (3 hours).

6. Maintain changes/corrections for Game Room web page.  Contact Student Union Marketing Department with necessary changes (1 hour).

7. Coordinate and facilitate all publicity for Games Room with the SUB Marketing Department (2 hours).

8. Meet weekly with Program Coordinator (1 hour).

9. Perform simple preventive and curative maintenance on table tennis and foosball tables (3 hours).

10. May perform miscellaneous job-related duties as assigned.
11. Position requires cross training & general support functions as indicated.
KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:

· Ability to work independently after training is complete. 

· Ability to carry out detailed tasks, good interpersonal and communication skills.

· Must possess strong communication skills.
· Experience with PC. 
· Ability to work in a professional, client centered, quality service environment.
· Ability to lift 40 lbs.
· Pre-employment physical required.
