
CONTRACTUAL POSITION ANNOUNCEMENT

Individual Personal Services Contract – PSC14-006
POSITION TITLE:  

Illinois Military Academy Guest Service Representative 
SALARY:                

$10.25/Hourly
CONTRACT TERM    
12 months 
BENEFITS AND LEAVE:  
NONE PROVIDED

WORKSHIFT:        

Operational Needs
LOCATION:


Illinois Military Academy




1301 N. MacArthur Boulevard





Springfield, IL 62702

EXAMPLES OF WORK: Receives and confirms room reservations by letter, telephone, email or personal contact.  Registers and assigns rooms to guests, make and issue room keys, and may escort guests to rooms as needed.  Ensures that only authorized patrons use government sponsored quarters.  Calculates and posts charges to a patron’s accounts and balances totals with control records.  Accepts payment, makes change and presents departing guests checkout statements.  Prepares and safeguards cash receipts, prepares daily cashiers report, daily activity report, and may prepare consolidated daily activity report.  Maintains current check out list.  Maintains a presentable manner at all times.  Ensures required information is received from guest and entered into guest folio.  Prints back up reports from property management system.  Ensures housekeeping status of rooms is updated.  Record and notify appropriate person/organization of maintenance problems reported by guests.  Ensure front desk area and lobby remains clean.  Process Night Audit procedures and close credit card machines nightly.  Maintains lost and found program.  Ensures that customer service is the first priority. Performs other duties as assigned by the IMA Housing Officer.
DETAILS OF WORK TO BE PERFORMED: Promptly and courteously receives, greets and answers questions from visitors and telephone callers.  Accurately registers guests ensuring compliance with established patron eligibility criteria.  Accurately maintains and updates guest room assignments, checkout lists and patron accounts to enable quick and efficient retrieval of information.  Accurately prepares reports according to regulations and policies, and in appropriate format.  Documents are finalized in a timely manner, meeting prescribed suspense dates or established deadlines.  Ensures compliance with all established safety and security policy and regulations.  Maintains professional customer service.  Performs duties in accordance with established rules, regulations, policies and SOPs.
**TO BE REMOVED BY AUTHORIZED PERSONNEL ONLY**

EXPERIENCE AND EDUCATION/QUALIFICATION: Requires high school diploma or equivalent.   Military and/or other formal training in Microsoft Windows based information technology. Candidates are preferred to have two years experience or education with computer software, hardware and AV equipment. Requires active Illinois National Guard membership or retired ILNG or US Armed Forces. Requires possession of valid driver’s license.  Applicant must have experience in general clerical or cashier work of any kind in which the applicant has demonstrated the ability perform satisfactorily in handling multiple tasks and providing quality customer service.  Experience must have demonstrated the resolve common arithmetic problems, and to make change when receiving payment from customers.  Must be able to read, speak and write English.  Must meet state and legal age requirements for employment.  Must be able to satisfactorily complete a National Agency check, and local police records check with their signed permission.
Requires active or retired (minimum 20 yrs) membership in the Illinois National Guard or retired (minimum 20 yrs) US Armed Forces, if last duty assignment was with the Illinois National Guard.
ALL APPLICATIONS MUST BE COMPLETE:  Those applications that are received missing any required information or documents will NOT be considered.

DOCUMENTS THAT CANNOT BE ACCEPTED:  Photographs, copies of position descriptions, performance ratings, awards, and letters of reference and/or appreciation.
EQUAL OPPORTUNITY:  The Department of Military Affairs is an Equal Opportunity Employer.  Selection for this position will be made without regard to race, religion, age, national origin, sex, political affiliation, marital status, member, or non-membership is an employee organization or any other non-merit factor.

WHERE TO APPLY: Interested applicants must complete an FM 115-R application and submit by the closing date by faxing to (217) 761-3418 or sending to: 

State Personnel Office
1301 N. MacArthur Boulevard

Springfield, Illinois 62702-2399

Contact the SFC David L. Oller at (217) 761-1215 or DSN 555-1215 for additional information. Applications can be obtained by visiting our website at www.il.ngb.army.mil (Job Openings, Employment Forms, FM 115-R).
DATE POSTED:  

13 May 2014
DATE CLOSES:  

Ongoing
**TO BE REMOVED BY AUTHORIZED PERSONNEL ONLY**
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