Lobo Tennis Club Desk Supervisor

SUMMARY:

Supervises the Lobo Tennis Club Desk and performs a variety of duties related to the maintenance and function of the facility.

DUTIES AND RESPONSIBILITIES:

1. Open and close the Lobo Tennis Club and Indoor Facility.

2. Check phone messages, take phone calls and return calls.

3. Take tennis court reservations and manage the court schedules.

4. Answer questions about club membership.

5. Collect trash.

6. Fill water coolers with water and ice and replace cups as needed.

7. Clean outdoor courts and patio area as needed.

8. Vacuum the indoor tennis courts weekly.

9. Collect cash and payments.

10. Clean box seats and bleachers as needed.

11. Other job-related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:

· Must be responsible and able to work independently since each shift has only one person,

· Good customer service skills.

· Excellent oral communication skills, both over the phone and in person.

