
Job Description of Community Center 

FRONT DESK JOB DESCRIPTION 

Job Title: Front Desk Attendant or (Associate) 

Reports to: Superintendent 

POSITION SUMMARY: 

Delivers excellent service to all Lincolnview community center members. Responds to 

community center member needs and maintains cleanliness and organization of front desk 

area. 

ESSENTIAL FUNCTIONS: 

1. Greet and welcome members as they enter the Lincolnview Community Center. 

2. Maintains a specific number of community members that may use the community 

center.  Must keep track of head count at all times for those members entering and 

exiting the facility. 

3. Must take temperature of each community center member as they enter the facility and 

if the temperature scan reads a temperature number of 100.4 or higher then the 

community center member must be asked to leave and be self quarantined for 14-days 

and this must be documented and communicated to Superintendent. 

4. Must ask each community center member a set number of health questions before they 

may enter the facility and must document all who enters the facility as well. 

5. Gather and record member data in member profiles. 

6. Greet and assist all community center members and staff in a courteous, professional 

and friendly manner. Be enthusiastic towards community center members by learning 

their names and expressing an interest in their community center activities. 

7. Handles and resolves members concerns and informs superintendent of unusual 

situations or unresolved issues. 

8. Report any items that may provide a health or safety hazard to staff, members, and to 

the maintenance staff. 

9. Report any suspicious behavior and violations of policy and procedures to the 

Superintendent. 

10. Must clean front door entrance, work-station area, weight room, and restroom during 

shift change.  Cleaning would entail use of mask, gloves, spray, and paper towels. 

11. Must be able to work a variety of hours including evenings, holidays and some 

weekends. 

QUALIFICATIONS: 

A. Must have a high school diploma or GED. 

B. Basic knowledge of Lincolnview Community Center. 



C. Excellent interpersonal and problem solving skills. 

D. Promote customer service while maintaining a positive personality. 

E. Basic knowledge of computers. 

F. Basic knowledge of using a “No-touch thermometer.” 

G. Basic knowledge in cleaning doors, equipment, and rest room areas. 

H. Pay – minimum wage - $8.70 an hour 

I. Hours of work would or could be in segments of 4.5 or 6.5 hours per day up with a 

maximum number of hours of work = 40 hours.  We will be flexible with the hours of 

work to the meet the needs of the employee.  


