Job Title: Membership Services Representative

Job Code:

FLSA Status: Non-exempt

Job Grade:

Status: Part time

Department:

Reports to: CFO

Revision Date: 3/9/2018

POSITION SUMMARY:
Delivers excellent service to all members, guests, and program participants. Responds to member and
guest needs, promotes memberships and programs, and maintains cleanliness and organization of the
lobby area.
ESSENTIAL FUNCTIONS:
1.
2.
3.
4.

5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

Perform and provide excellent customer service skills by exceeding member expectations!
Consistently greet every person who enters the Dubuque Community YMCA/YWCA (by name,
if known) and recognize all members and guests when they leave.
Engage in active listening with members and program participants in order to build
relationships, understand individual’s goals and interests, and take the initiative to ensure the
member has a positive experience.
Answer phones, direct calls, and provide accurate information about membership and
programs.
Be knowledgeable about all YMCA programs and sell them effectively. This includes being
familiar with all current brochure information, upcoming events and other special activities. If
information is not available, be responsible for obtaining the correct information, updating
front desk resources and providing information to members.
Control access to the facility. Check-in members entering the building by scanning
membership cards and obtaining proper identification of guests.
Register for membership and/or programs, by inputting data in the computer, collecting the
proper payment and verifying the accuracy of information on YMCA forms.
Enter all transactions accurately and completely into the computer system. Balance all end of
shifts and report any discrepancies to supervisor.
Maintain a supply of clean towels that should be available to members and guests at all times.
Follow and enforce all YMCA procedures and policies, including: personnel guidelines, safety
guidelines, facility access procedures and membership policies. Carry out emergency plans as
necessary.
Maintain a clean and safe YMCA. Take initiative to clean up/repair areas.
Be dressed in appropriate attire and wear nametag at all times.
Attend and remain current on all mandatory trainings and staff meetings.
Be knowledgeable and supportive of the YMCA annual support campaign.
Any other duties as assigned.

QUALIFICATIONS:
1.
2.
3.
4.
5.
6.
7.

Strong communication, customer service and problem solving skills.
Ability to actively listen.
This person needs to be a self-starter, able to handle multiple tasks under limited supervision,
work well in a team setting and be detailed oriented.
Experience with and knowledge of computers.
Possess a positive and professional attitude.
Have cash handling skills and the ability to reconcile shift transactions.
A willingness to commit to the mission of the YMCA.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

While performing the duties of this job, the employee is regularly required to use a computer
for extended periods of time and be able to communicate using a computer and phone/smart
device. The employee frequently is required to sit and reach, and must be able to move
around the work environment.

The employee must occasionally lift and/or move up to 10 pounds.

Specific vision abilities required by this job include close vision, distance vision, and the ability
to adjust.

The noise level in the work environment is usually moderate.
YMCA Competencies (Leader):
Mission Advancement: Accepts and demonstrates the Y’s values. Demonstrates a desire to serve
others and fulfill community needs. Recruits volunteers and builds effective, supportive working
relationships with them. Supports fund-raising.
Collaboration: Works effectively with people of different backgrounds, abilities, opinions, and
perceptions. Builds rapport and relates well to others. Seeks first to understand the other person’s
point of view, and remains calm in challenging situations. Listens for understanding and meaning;
speaks and writes effectively. Takes initiative to assist in developing others.
Operational Effectiveness: Makes sound judgments, and transfers learning from one situation to
another. Embraces new approaches and discovers ideas to create a better member experience.
Establishes goals, clarifies tasks, plans work and actively participates in meetings. Follows budgeting
policies and procedures, and reports all financial irregularities immediately. Strives to meet or exceed
goals and deliver a high-value experience for members.
Personal Growth: Pursues self-development that enhances job performance. Demonstrates an
openness to change, and seeks opportunities in the change process. Accurately assesses personal
feelings, strengths and limitations and how they impact relationships. Has the functional and technical
knowledge and skills required to perform well; uses best practices and demonstrates up-to-date
knowledge and skills in technology.
SIGNATURE:

I have reviewed and understand this job description.
__________________________________
Employee’s name
Today’s date: _______________________

_________________________________
Employee’s signature

