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JOB DESCRIPTION - INFODESK ATTENDANT

JOB SUMMARY: The Valparaiso Union Information Desk is the information center
for the campus community and the only source of information to telephone callers
to the University after 5:00 p.m. on weekdays and on all day on weekends. As
Information Desk employees, you are expected to provide accurate information
in a timely manner and to facilitate the use of the wide variety of services that are
available. The Information Desk Attendant's primary responsibility is providing
quality customer service to all users of the Union. The attendant is responsible for
providing accurate information to customers, properly handling cash and the cash
register, and properly managing the inventory of all InfoDesk products.

SUPERVISION: This position reports directly to the Info-Desk Manager and
Assistant Director of the Union.

HOURS: 7-12 hours per week plus alternating weekend rotation shifts and a 30-60
minute weekly meeting

QUALIFICATIONS:

1. Minimum of 2 completed semesters at VU before start date
2. Dependability - follow through
3. Attention to detail and ability to accept direction
4. Punctuality
5. Positive image and tidy appearance
6. Ability to work independently with little supervision, as well as part of a team

with other Union staff
7. Effective communication skills
8. Willingness to work and learn
9. Flexibility

10. Maintain both a semester and cumulative G.P.A. as or higher
11. Ability to work weekdays, evenings and weekends

RESPONSIBILITIES:

1. Provide accurate information to questions, both from telephone requests
and visitors to the Union, about the University and the Union and all of their
programs and services.

2. Accurately manage the cash operation of the InfoDesk which involves use of
the cash register and inventory management.

3. Assist customers with questions pertaining to events, the Union or the
University in general.

4. Handle both incoming and outgoing faxes.
5. Monitor the loan-out and return of magazines and keys.
6. Maintain the building's Lost and Found service.
7. Work with the Information Desk Manager, the Building Managers (BM) and

the Assistant Director regarding the operation of the InfoDesk and the Union
facility and its policies.

8. Provide visual security of the Union lounges and their furnishings.
9. Attend all scheduled meetings and training sessions.



Union - Job Descriptions - InfoDesk Attendant

- 2 -

10. Assist with special projects requested by the Info Desk Manager, the BMs, the
Director's Office staff or the Assistant Director.

11. Assist Union Staff with set-up duties when available and necessary.
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