Chutes Coulonge

Reception and information attendants 

Overview
The function of a reception and information attendant is to host, greet, guide, inform and advise visitors on services, products and business, in the region and generally make their visit pleasant.
Principal Duties

· Provide information, by telephone or in person, on services and products of the enterprise and the surrounding attractions.

· Take reservations 

· Monitor admissions and collect entrance fees
· Compile statistics relating to site visitors
· Monitor and process payments for sale of souvenir or boutique items 
· Maintain the inventory of promotional information

· Maintain the inventory of souvenir and boutique items 

· Receive and deal with client complaints 

· Encourage prolonged site visits
· Provide special services as required for guests with specific needs. 
Qualifications
· Professional attitude and behavior (aptitude for team work, independent, dynamic, enthusiastic, honest, flexible, initiative, and organized) 

· Aptitude for client service 

· Bilingual (French and English) as spoken languages; other languages are an asset

· Knowledge of the immediate region, points of interest and tourist attractions

· Strong written and verbal communication skills.

· Financial competency

· Valid drivers’ license and vehicle or a guaranteed means of arriving and pick up from the work site.
Work Conditions
Functions require long hours standing, flexible work schedule (evenings, weekends and holidays) and ability to work under pressure. The duties of the job may vary depending on the tourist season.

RENUMERATION
• Related to the employee (prior work experience, education and training, etc.). 
• Related to the company (statue, and seasonality of operations, etc.). 


