
POSITION DESCRIPTION 
 
 
Position/Title:   Facility Host 
 
Department:   Administration  
 
Immediate Supervisor:  Administrative Specialist 
 
Classification:   Part-Time, non-exempt 
 
Primary Objective 
 
Under the general supervision of the Administrative Specialist, this position will serve as the point of 
contact for all City facility rentals.  This position is responsible for establishing rapport with individuals 
renting a facility, serve as the point of contact throughout the event, manage expectations set by the City 
for the renter, track rentals, and ensuring proper cleaning after the event.  The goals of this position are 
to ensure guests have a pleasant rental experience, increase availability of the City facilities for public 
rental, and ease off-hour demands for full-time staff. 
 
Essential Functions 
 
A. Serves as primary contact and customer service representative 
 1. Responsible for greeting persons at the rental site and providing direction as requested 
 2. Respond to public inquiries and comments or refer to City Staff as appropriate 
 3. Available on an on-call basis throughout the duration of the event 

  
B. Monitors facilities throughout City 

1. Welcome renters and assist with setup needs of guests 
2. Ensure City facilities and property are properly cleaned and maintained  
3. Communicate with renters during the rental about their needs or concerns 
4.    Complete the renters’ check-out process, ensuring that the terms of the rental contract 

have been met 
5. Communicate with Administrative Specialist or Community Services Director about 

facility concerns/needs 
 
C. Performs other duties as assigned. 
 
 
Special Requirements 
1. Cell phone required for communication with Staff and guests  
 
Required Knowledge, Skills, and Abilities 
1. Must be reliable and on-time 
2. Must be available to work flexible shifts, including nights and weekends 
3. Ability to communicate effectively, both orally and in writing 
4. Ability to effectively interact with supervisor, employees, and guests 
5. Ability to plan, coordinate, direct and review related work activities 



6. Ability to follow instructions and checklists 
7. Observant with strong attention to detail 
8. Knowledge of kitchen equipment/sound equipment helpful 
9. Ability to lift up to 25 pounds of force occasionally 
 
Minimum Qualifications 
1. Must be 16 years or older 
2. Can work in an outdoor environment in cold or warm weather conditions 
3. Effective communication skills 
 
Desired Qualifications 
1. Customer service experience  
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