BEAVER COUNTY

—— PENNSYLVANIA —

Beaver County, Pennsylvania
Job Description

Job Title: Clerk/Cashier Department: Recreation
Reports to: Facilities Supervisor Effective Date: 2001
Classification: Non-Exempt- Union Revision Date: 3/2026

Job Summary

This position completes clerical responsibilities and helps schedule different events for
Recreation activities.
Essential Functions

This job description is not designed to cover a comprehensive list of duties or responsibilities
that are required. Essential functions may change, or new ones may be assigned at any time with
or without advanced notice that are a logical assignment to the position.

e Customer Service-answering phone calls from customers and resolving issues and
questions from the public.

e Schedule tennis and pickleball sessions for the public.

e Reserve shelters and collect payment.

e Enter and update data.

e Performs basic accounting transactions including issuing invoices and following up on
payments due.

e Clear and balance cash register at the end of every shift.

e Other duties as required.

Minimum Training, Education and Experience

High school diploma or GED. Knowledge of Microsoft Word and Excel.

Performance Aptitudes

Data Utilization: Requires the ability to review, classify, categorize, prioritize, and/or analyze
data and/or information. Includes exercising discretion in determining data classification, and in
referencing such analysis to established standards for the purpose of recognizing actual or
probable interactive effects and relationships.

Human Interaction: Requires the ability to interact with customers, clients and co-workers.




Equipment, Machinery, Tools, and Materials Utilization: Requires the ability to operate,
maneuver and/or control the actions of equipment, machinery, tools, and/or materials used in
performing essential functions.

Verbal Aptitude: Requires the ability to utilize a wide variety of reference, descriptive, and/or
advisory data and information.

Mathematical Aptitude: Requires the ability to perform addition, subtraction, multiplication,
and division; ability to calculate decimals and percentages; may require ability to utilize
principles of fractions and/or interpret graphs.

Functional Reasoning: Requires ability to apply principles of rational systems. Ability to
interpret instructions furnished in written, verbal or schedule form. Ability to exercise
independent judgment to adopt or modify methods and standards to meet variations in assigned
objectives.

Situational Reasoning: Requires the ability to exercise the judgment, decisiveness and creativity
in situations involving a variety of generally pre-defined duties, which are often characterized by
frequent change.

Physical Responsibility: Tasks involve the ability to exert light physical effort in sedentary to
light work, but which may involve some lifting, carrying, pushing and/or pulling of objects and
materials of light weight. Tasks may involve extended periods of time at a keyboard or
workstation.

Environmental Factors: Tasks are regularly performed without exposure to adverse
environmental conditions, such as dirt, dust, pollen, odors, wetness, humidity, rain, fumes,
temperature and noise extremes, machinery, vibrations, electric currents, traffic hazards,
animals/wildlife, toxic/poisonous agents, violence, disease, or pathogenic substances.

Beaver County, Pennsylvania is an Equal Opportunity Employer that provides equal
employment opportunities to applicants for employment and prohibits discrimination and
harassment of any type without regard to race, color, religion, age, sex, national origin, disability
status, genetics, protected veteran status, sexual orientation, gender identity or expression, or
any other characteristic protected by federal, state or local laws.

In compliance with the Americans with Disabilities Act, Beaver County, Pennsylvania will provide
reasonable accommodations to qualified individuals with disabilities and encourages prospective
employees to discuss potential accommodations with the employer.
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