
SEASONAL	GUEST SERVICES ASSOCIATE 
FRONT DESK April 1 - October 31, 2020 

SUMMARY 

The person at the Front Desk is often the first point of contact for 
participants, guests and those learning about Shambhala.  The person in this 
position must respond to guests, phone calls and emails in a kind, 
compassionate and professional manner. Being flexible and having a good 
sense of humor is a must! This is a customer service and hospitality position 
where you work closely with many different kinds of people. 

Key Tasks and Responsibilities 
1. Greet visitors, staff and participants with a professional and friendly 

demeanor. 
2. Assist with registration of guests and visitors in person, over the 

phone, and through email.   
3. Edit registrations for cancellations, changes in arrival and departure 

dates, or housing changes. 
4. Answer questions regarding housing, payment plans, program 

information, travel information and general services for guests as 
needed via phone, email, and in-person. 

5. Help prepare materials, greet guests, and assist on arrival days for 
programs. 

6. Sort incoming mail and place in respective mailboxes. 
7. Take payments, sell phone cards, sell stamps and make change.  
8. Make appropriate entries into computer system for payments. 
9. Keep track of office supplies and inform Head of Guest Services when 

supplies are low. 
10. Performs other related duties as assigned. 

Knowledge, Skills and Abilities 
1. Excellent people skills, including the ability to create an inviting and 

helpful environment, 
2. Excellent organizational skills, detail oriented and efficient, 
3. Skilled at using computers and standard email and office applications 
4. Neat professional appearance, 
5. Ability to work calmly and kindly under pressure as well as maintaining 

decorum and composure during quieter times, 
6. Good verbal and written communication skills, 
7. Ability to prioritize. 

Experience and Education 
1. Established and current connection with the Shambhala path of 

practice and study, 
2. Database experience highly desired.


