


Title: Substitute North Park Tourist Information Center Clerk


Reports to: Millard County Tourism Director


JOB SUMMARY: Performs a variety of skilled duties under the direction of the Millard County Tourism Director and North Park Visitor Center Office Manager as needed to effectively assist in the smooth operation of the North Park Tourist Information Center. General duties include, but are not limited to dissemination of tourism information, and light cleaning. 
The job duties and responsibilities represented in this job description in no way imply that these are the only duties to be performed. Employees occupying the position will be required to follow any other job related instructions and to perform any other job-related duties requested by a supervisor. Specific duties and responsibilities include, but are not limited to:

ESSENTIAL FUNCTIONS: 

· 	Perform general office duties as required, i.e., typing, answering phones, taking messages, taking meeting minutes, copying, mass mailing, filing, letter writing, and helping the public.
· Maintain and organize files and records and keep desk area in a clean and organized manner.
· Provide information, within scope of knowledge, to the public or refers to the appropriate person or business.
· Organize and maintains various lists, records, directories and other informational material as directed.
· Be familiar with all tourism sites within Millard County and surrounding counties, including camping, lodging, dining, historic sites, etc.
· Maintain a clean facility with some light cleaning 
· Understand the responsibilities of other North Park employees


EDUCATION & EXPERIENCE

· Graduation from high school with background in general office practices and procedures.
· Practical experience performing above or related duties; or an equivalent combination of education and experience.


KNOWLEDGE, SKILLS, & ABILITIES


· Ability to work on multiple projects simultaneously in a fast-paced and challenging environment.
· Ability to follow projects to completion and meet deadlines.
· Ability to deal with the public courteously and professionally.
· Excellent written and oral communication skills.
· Computer experience with Microsoft Office Suite.
· Able to type 40 wpm. Typing with speed and accuracy is important.
· Ability to follow directions carefully and to work independently.
· Ability to exercise initiative, independent judgment and to act resourcefully under varying conditions.
· Ability to maintain effective working relationships with fellow employees, elected officials and other agencies of the public.
· Perform general bookkeeping; establish and maintain comprehensive records and files.
· Ability to work independently without constant supervision
· Clear and legible penmanship.

Email Applications and Resume to Rwest@millardcounty.gov or bring them to the Auditors office @ 50 South Main, Fillmore by 5:00pm on June 3rd by 5:00 pm. Posting will remain open until filled


This job description does not constitute an employment agreement between the Employer and employee and is subject to change as the needs of the Employer and requirements of the job change.
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