O ass Code: K59 + K47

Cty of Anaheim C assification:
Cl ass Specification GUEST SERVI CES SPECIALI ST 1/11
DEFI NI TI ON:

Under noderate supervision, to provide information to the public over the tel ephone and
at a public counter at the Convention Center and Stadiumfacilities; and to perform
general clerical work as assigned.

Quest Services Specialist | - This is the entry-level class in the front counter, public
contact clerical job series at the Convention Center and Stadium This class performns
the more routine tasks and duties. Incunbents may have little or no previous work
experience. Under this concept, incunbents in this class, as breadth of know edge and
skill level increase, may reasonably expect pronotion to the journey-level class of
Quest Services Specialist II.

Quest Services Specialist Il - This is the full journey-level class in the front
counter, public contact clerical job series at the Convention Center and Stadium This
class perforns the nore conplex tasks and duties. |ncunbents have previous work

experience in extensive public contact.

EXAMPLES OF DUTI ES - Dependi ng upon area of assignnent, responsibilities and duties nay
include, but are not limted to the foll ow ng:

Provi des guest services for the Convention Center and/or Stadiumby responding to
requests for information and services, directing guests and/or tenants to appropriate
ar ea.

Operates a tel ephone switchboard or console, receiving incomng calls and nmaki ng
connecti ons.

Acts as a receptionist to the public, taking and responding to a high volunme of phone
calls, screening inquiries, taking messages, scheduling appointnents and answering
qguestions requiring an understanding of policies and procedures of the work unit and/or
giving informati on on schedul ed events and other activities.

Cips newspaper articles pertaining to department activities.

May type general correspondence, reports and forns using good judgenent.

Copi es, collates, staples and otherwi se binds a variety of materials.

Fol ds, staples, stuffs and stanps naterials for bul k mailings.

Calls for tel ephone repair service when needed.

Files into and retrieves materials fromestablished filing systens.

Operates a variety of office equipnment such as a typewiter, computer term nal using
associ ated software, CRT, copying machi ne and FAX machi ne.

Perforns other job-related duties as required.

M N MUM REQUI REMENTS:

Quest Services Specialist |:




City of Anaheim

Cl ass Specification

Guest Services Specialist I/11
Page 2

Experi ence in: Perform ng general public contact, tel ephone/receptionist duties is
desirabl e.

Know edge of: English usage; basic record keepi ng nethods; business tel ephone
etiquette; city department operations in order to direct service requests to the
appropriate source; basic nath

Ability to: Speak clearly and distinctly and use appropriate tel ephone etiquette while
working a reception area; interact with a wide variety of clientele while retaining a
prof essi onal work environment; learn to operate a conputer terninal, CRT and/or
typewiter keyboard with accuracy; make sinple arithnetic cal cul ations; understand
pertinent procedures and functions quickly and apply them under noderate supervision
establish and maintain effective relationships with those contacted in the course of
wor K.

Quest Services Specialist I1:

Experience in: Performng journey-level public contact work involving heavy tel ephone
and receptionist duties; and perform ng general clerical work.

Know edge of: Proper business tel ephone etiquette, English usage; record keeping
met hods, basic math

Ability to: Speak clearly and distinctly and use appropriate tel ephone etiquette while
working a receptionist area; retain, recall and convey information as required by the
assigned work area; effectively interact with a wide variety of clientele while

retai ning a professional work environment; operate a conputer termnal, CRT and/or
typewiter keyboard with accuracy; make sinple arithnetic cal cul ations; understand
pertinent procedures and functions quickly and apply them wi thout i mrediate supervision
establish and maintain effective working relationships with those contacted in the
course of work

Supervi si on Recei ved: Wrks under general supervision. Wrk in progress and conpl et ed
work is reviewed periodically.

Career Ladder Information: Experience gained in this class nay serve to meet m ni num
requi renents for pronotion to Senior Quest Services Specialist or a related class

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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