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Position:  	Welcome Center Coordinator

Job Category: 	Visitor Services, Part-time, Hourly

Supervisor:	Welcome Center Manager and/or Union County Tourism Director

Union County Tourism is the Destination Marketing Organization (DMO) responsible for economically impacting Union County by developing and incorporating a long-term tourism strategy, focusing on sales, marketing, and services. Union County Tourism is an economic development leader dedicated to enhancing community vitality and quality of life through travel and tourism. 

General Description
As an ambassador, the Union Station 1820 Welcome Center Coordinator is responsible for representing and promoting Union County by greeting visitors in a friendly and upbeat manner. Provide accurate information on the local and regional tourism attractions, assisting with wayfinding, hotel, event, and seasonal information. Efficiently facilitate retail sales transactions, assist in merchandising, and help maintain an attractive and clean facility. Assist the Welcome Center Manager with marketing projects, as well as other assigned duties. 

Duties and Responsibilities
· Visitor Information/Welcome Center
· Maintain a working knowledge of Union County’s tourism inventory including accommodations, retail, restaurants, attractions, events, exhibits, seasonal venues, and related tourist services that are available.  
· Respond to inquiries and the needs of walk-in visitors.
· Keep record of daily visitation. 
· Input collected visitor information into CVB database.
· Restock and tidy brochure supplies in lobby.
· Retail
· Retail sales, cash register operation, and handling monetary transactions. 
· Complete assigned cleaning duties. 
· CVB/Other
· Perform other duties as assigned by the Union Station Manager. 

Knowledge, Abilities and Requirements
· Excellent customer service skills.  
· A personal commitment to excellence, professionalism, and creativity. 
· Ability to work flexible hours including evenings, weekends, and holidays. Hours may vary due to peak and off-seasonal periods. 
· Excellent communication skills with the ability to effectively present information and respond to questions from the public.
· Proficiency using Microsoft Office software and the Internet. 
· Ability to work independently and as part of a larger team.
· Minimum education of a high school diploma with tourism related work experience preferred. 
· The duties of this job include sitting, standing, bending over, kneeling, and lifting or moving objects up to 40 lbs.
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