PRESQUE ISLE STATE PARK

VOLUNTEER POSITION

Volunteer Position Title:  Ranger Station Front Desk

Site:
Ranger Station

Position Description:

· Keep track of visitors by using a counter
· Record information in the volunteer communication log
· Greet all visitors, answer questions, provide information about park programs, The TREC, the Ranger station, PISP, and local area and attractions
· Answer the phone in a professional manner
· Maintain the brochure rack and poster boards inside and outside of the building
· Keep program posters and special events up to date
· Maintain the Hot chocolate machine and keep area presentable
· Maintain the fire place and bring in wood when necessary

Time Requirements:

· There will be two shifts to cover the ranger desk:  10:00 am - 2:00 pm & 2:00 pm - 6:00 pm

· Volunteers must arrive 5 minutes prior to the shift time to receive updates from staff or previous volunteer
· The Ranger station will be open throughout the winter and can carry on year round
Skills/Training

· Ability to understand and follow verbal and written instructions necessary to job

· Ability to listen and respond to visitors appropriately

· Knowledge of the ranger station and other facilities on the park

· Ability to work independently without staff on site

· Good note taking

· Attendance at volunteer trainings

· Understand the Mission of DCNR and communicate it to the visitors

· Be aware of seasonal occurrences and dangers such as ice dunes and other park issues

· Ability to use the park radio in professional manner

Uniform:

· Uniform vest will be provided with TREC/PI logo and must be worn if working with the public
· Professional, appropriate, casual dress when performing non-public duties
· Name tags
Evaluation:
· Your performance will be reviewed throughout the year

