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Visitor Service Associate 

Part Time:  8 to 36 hours/week 
FSLA STATUS:  Non-Exempt 
 
REPORTS TO: Visitor Engagement & Communications Coordinator 
 
JOB SUMMARY: 
The Visitor Service Associate serves as the liaison between Resource Depot and the general public and provides excellent 
customer service while accurately collecting and processing cash transactions in exchange for goods and services.  

GENERAL DUTIES & RESPONSIBILITIES: 

 Open and close the front desk and prepare to receive members, shoppers and general public. Follow opening and closing 
list of procedures, including cleaning and overall presentation of public areas and fixtures. 

 Provide excellent customer service by welcoming and directing visitors through multiple channels (in-person, on phone and 
through web/email inquiry).  Provide appropriate information and direct to staff for action, as needed. 

 Complete daily cash drawer report at the beginning and end of each shift; immediately report discrepancies to the 
manager. 

 Accurately ring up customer sales, complete cash, credit and/or check transactions; accept payment; make change and 
issue receipts to customers as needed.  Wrap or bag merchandise for customers. 

 Alert supervisor immediately of any problem or discrepancy (customer conflicts; register errors; security or safety issues). 

 Assist with TreasuRE and online sales, including merchandising, display, pricing, packaging and promotion. 

 Responsible for following financial policy and procedures related to cash handling, checks and credit card processing. 

 Process sales and management of memberships and shoppers, submitting associated sales reports and attendance records 
on a monthly basis.   

 Maintain systems, procedures and accuracy of data collection for customers, including memberships, shopping, in-house 
donations and cash reporting. 

 Assist with customer database clean-up activities and reporting of sales & shopper activity as assigned. 

 Assist with events as needed. 

 Other duties as assigned or requested. 
 

SCHEDULE:  
This is a non-exempt, part time position with a schedule built around current shopping times:   Tuesdays & Thursdays, 11:00 am 
- 5:00 pm; Wednesdays, 11:00 am - 7:00 pm; and Saturdays, 9:00 am - 2:00 pm.  Additional hours may be assigned during 
scheduled special events/programs outside of shopping hours. 

WORKING CONDITIONS: 

 Location of work is primarily at the Front Desk located in the Materials Marketplace. 

 Must be able to work a schedule which will include work hours scheduled in the evenings and weekends 

 Occasionally physical effort will be required to move objects, sometimes greater than 60 lbs. 
 
QUALIFICATIONS: 

 Possess a valid driver’s license and good motor vehicle record. 

 An ability to work flexible hours and effectively manage multiple assignments 

 Good personal relation skills 

 Related retail experience is desired; Experience with POS Systems/Square Register a plus.   

 Commitment to mission of Resource Depot is valued. 

The ideal candidate will be an enthusiastic individual with customer service and general administrative experience working in a 
professional setting. The candidate should work well as part of a team and also be friendly, self-directed, conscientious, punctual, 
dependable, and organized. Candidate must possess the ability to multitask and work well with a variety of personalities, whi le 
maintaining a positive attitude even in highly stressful or time sensitive situations. Excellent organizational, time management and 



I have read and understand this job description and hereby certify that I am qualified to perform this job, with or without 
accommodation. 
 
    
Print Name                                                                             Signature                                                                        Date 

administrative skills as well as an ability to work well with the public are also essential. Strong communication skills (both written 
and verbal) and superior organizational skills with attention to detail are required.  


