Job Description 

Date                                             
Job Title Front Desk Clerk
Employer       
Contact Person       
Contact Number      
Work Hours per Day        Days per Week              
Percent of Time Spent:







Comments

	
Sitting:

80%
	     

	
Standing:
15%
	     

	
Walking:
5%
	     


For the following: Never 0% of time; Occasionally 1% – 33% of time; Frequently 34% - 66% of time; Continuously 67% - 100% of time

While working, the employee must:
	
	
	Frequency
	Comments


	A.
	Hand/Wrist Work
	
	Computer work

	B.
	Grasping
	
	     

	C.
	Pushing/Pulling
	
	Drawers/doors

	D.
	Fine Manipulation
	
	     

	E.
	Reaching
	
	Wiping/cleaning

	F.
	Bend
	
	     

	G.
	Kneel
	
	     

	H.
	Squat
	
	     

	I.
	Climb
	
	     

	J.
	Lift 01-10 lbs
	
	Coffee supplies

	
	Lift 11‑20 lbs
	
	     

	
	Lift 21‑50 lbs
	
	     

	
	Lift 51-70 lbs
	
	     


General Description of the Job:

Makes reservations and checks guests in and out at a motel. 
Essential Functions of the Job:
Answers the telephone and makes reservations. Checks guests in, assigns rooms, and receives payment utilizing a computer. Checks guests out utilizing a computer. Resolves customer complaints.  Makes coffee for the coffee room. Cleans the counters, microwave, and coffee pots in the coffee room. Restocks the drawers with coffee supplies (i.e. filters, coffee, stir sticks, etc.).
Types of Machines, Tools, Special Equipment:

Telephone, fax, computer, printer.
Vehicles or Moving Equipment Operated:

N/A
