
Position 
Guest Services Assistant
JOB SUMMARY

This position is responsible for providing customer service to passengers and to the general public.  The position is responsible for answering simple to moderately complex questions and providing direction to individuals in person, via email or through a multi-line phone.  Other duties as assigned.

REQUIREMENTS

This position requires:

· High school diploma or equivalent. 
· Excellent oral and written communication skills. 
· Commitment to providing excellence in customer service both in person and on the telephone.  Previous customer service experience is preferred.

KNOWLEDGE AND ABILITIES

· Ability to interact with the general public and provide information on the airport, airlines and airport tenants.  

· Should be solutions-oriented and have patience working with customers during challenging situations. 

· Familiarity with the central Kentucky region and the ability to provide directions and information on lodging, local attractions and tourism.

· Proficiency in operating office machinery and equipment.

· Ability to maintain and balance cash box and collect payment for postage, notary services, business services, etc. 

· Strong computer skills in Microsoft Office, including Microsoft Word and Excel. Must be familiar with researching basic information on the internet
EXAMPLES OF DUTIES AND RESPONSIBILITIES

· Greet passengers and airport users and provide information, directions, tourism recommendations and travel assistance.
· Provide coverage at the Reception Desk when needed.

· Request supplies, brochures and other materials as necessary to stock the Information Center.

· Provide office services such as faxing and copying to customers.

· Distribute coloring sheets and crayons to children in the terminal.
· Promote the airport’s amenities and air service.
· Assist the Marketing & Community Relations department with duties as assigned.
PHYSICAL REQUIREMENTS
This position is classified as “sedentary” work in accordance with the Americans with Disabilities Act.  This position does require computer work and the ability to speak clearly and accurately and to hear and receive oral communication at a normal speaking level. Sedentary involves lifting no more than 10 pounds at a time and occasionally lifting or carrying articles like docket files, ledgers, and small tools. Although a sedentary job is defined as one which involves sitting, a certain amount of walking and standing is often necessary in carrying out job duties. Jobs are sedentary if walking and standing are required occasionally and other sedentary criteria are met.
SPECIAL REQUIREMENTS:

Must have or be able to obtain a valid driver's license, pass random drug screenings, and pass background investigation (criminal, credit and prior employment).

ASSIGNMENT

Monday & Tuesday, 5:00 a.m. – 1:00 p.m., every other Wednesday 5:00 a.m. – 1:00 p.m., & Saturday 1:30 p.m. – 7:30 p.m. Work schedule will include holidays.

APPLICATION PROCESS

Anyone interested in applying for this position must submit a resume by email only to jobs@bluegrassairport.com.

Prefer to receive resumes by July 9, 2010, but will accept until position is filled.
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