fArcomnmadat 1oMS Clerk 1
Acecommodat ions Clerk 11

Incumbents of positions iy this series accept customer
_resevvatiams; registernr puests and assign rooms; receive
paymnent j maintaln clerical and Financial recordsy and

pey fornm sther relatec work as reguired.

The basic pUWrpose =f this work is to peyform a variety of
duties ipvolved in runming the front desk of an
accommodations area in crder to provide for the camfort and

]

convenience of patvronss

I1I.

Qgggmmﬁ'atioﬁs Clerk_I: iz the entry—level clerical job in

this =zerias. Depernding @n agency assignment, it may be the

fFirst-lievel supervisory Job.
Qggg@mggg*‘- g_glgﬁg_l_;_ iz the first—level supervisory job
iy this series, o depending @b agency assigmment, may be

the second—level 4 erv isory Job.
v <

IV. Eﬁémglgé,gf_ggti@é_ggmm@n_IQ#Bll Levels I

1. Accepts advance reservations by mail, telephone, o AT
person g exanines reservatlons Frope correctrness.

2 Repnicsters guests, assigns roomS, and issues Reys.
o Recelives payments, jesues receipts to guests, ard snters

trarnmsactioms orto guest bills.

4. Makes disbursements for security deposits or refunds anc
records them in appropriate farmat.

i

T Di;twihutes'mail and messages o guests.
. Mrovides imformation to the public by telephoane. maill,

oy i person concerning available accommodat 1ons and

=prviICes. Refere inguirers to the anprapriate svurce of
ather informatbion as MRCRSSArY.
- Maintains mariial, mechanical or plectronic records of

ek information as moom reservalt loms 2F room charuges.

r

=

Lorates and withdraws iviformation from records in response
ti

o inmguiries ov reguests Dy supervisor.



L)

E
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8. Ferforms miscellarecus clerical duties, such as:
receiving and distributing mail; requisitioning office
supplies; operating various affice machines; reproducing
documents. May cperate a telephorne switchboard.

=) May initiate correspondencea covcerning use of facilities

-

and procedures, maintaining appropriate files.

10. May assist in bookkeepirng duties asscciated with hotel
accommodations, including pasting transactions, totalling
arnd balarncing reémrds, or assisting in compiling fFinancial
statistics.

11. May prepare forms and reports.

Rextonciles receipts with sales records; posts reverue inm

i
cash receipte journal maruwally or electronically; maintains
marnual or electromic acconnting records as recessary.

other

RN Frepares more complex reports, such as state tax

reports, financial statistics, or statistics on haotel
accomnmodations business.

S Conduct orn—the-—job training of assigred employees
concerning clerical procedures, agency policies, etce.

N Schedule work hours of employees, ernsuring adequate
perscomel coverage during hours oF operatian.

S Ferform collection activities for urnpaid hotel bills,
including billing patrons, contacting authors of bad checks,
and assists in the filing of criminal complaints as

NBRCESSary .

Others

Hu
jes

Major work contacts include Campus Certer personmel, hotel
questas arid persons reguesting information.,

—a
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Accommodaticons Clerk p.3

VII. Supervisiorn Received;

Incumbents of positions at this level receive direct
supervision from Accommodaticons Clerks cor other employees of
higher grade, who provide training on procedures,
irnstructions on work assigrments, and review performance
through inspecticn and verbal reports for accuracy,
completeness, neatness, and compliance with instructicons.

Incumberts of pasitions at this level receive nerneral
supervision from employveess of higher grade, who provide
paolicy guidarce, assigwn work, and review performance through
conferernces and reports for effectiveress and confarmance to
policies and procedures,

ABecommodations _Clerk Iz

certain., but rnot all, weoirk activities; or exercise

supervision over all work activities on a temporary basis)
1-3 employees performing routine clerical duties.

May furnctiorally supervise {i.e., exercise supervision cver

Roecommodations Clerk I1j

Irncumberts of positions at this level exercise direct
supervision (i.e., rot through arn intermediate level
supervisar) over, assign work to, and review the performance

of 1-3 emplovees.

Clerks may be required to stand for prolornged

Aoccommadat ions
pericds of time; may work varied shifts and/oe irregular
howrs (ile., weeckends, holidays, evernings); and are required
to deal courtecusly with the public am & regular basis.



Accommodations Clerk P4

> [ Ability to understand arnd apply the rules, regulations,
policies, and procedures gaverning the assigred unit
activities.

2 Ability to read, write, comprehend and speak the Eviglish
language.

3. Ability to follaow written ard cral instructicns.

4. Ability to cperate cash register, hotel posting machine,
Telex, computer terminal, PEX switchboard, typewriter,
photocopier, calculator.

S. Skill in operating typewriters ard calculators.

&. Kricwledge of clerical office practices arnd procedures
ircluding office recordkeeping, office corresporderce
contirol, types and uses of office equipmernt and supplies,
and busirness letter preparaticn.

7. Ability to explain the laws, rules, policies and
procedures governing assigred urnit activities.

8. Ability to perform arithmetic computations with accuracy
(i.e., addition, subtraction, multiplication, division).

a Ability to maintain accurate records and to preparea

reports from such records.

i Rbility to deal tactfully with othesre.

10. Hrowledge of baockkeepirg and firancial reparting
procedures (i.e., posting, tatalling, eross—checking

trarnsactions reparin summar reportsi.
y B g Y !

11. Ability to understand arid follow written and oAl
instructions.

iZ. RAbility to assign, supervise, and review the work of

employees engaged in subordinate clerical duties.
P ¥ gag

fellowing ications

17 it

n
=

1. Willingrness to work varied shifts and/oe irregular hours
(i.e., weekends, holidays, evenirngs).

. Ability teo stand for prolonged pericdes of time.
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Accommodations Clerk p. =

1. Bkill in ocperatirng hotel =ffice machines, such as cash
register, hotel posting machine, Telex, computer terminal,
FPEX switchboard, photocopier.

Z. Ability to give oral and written instructicrns in a
precise, understandable marrer.

Cre Ability to supervice, including plarming and assigring
work according to the nature of the job to be accamplished
and the capabilities of subordinates arnd available
resources: contralling work through pericdic reviews and/or
evaluations; determining subordinates’ training needs and
praviding or arranging for such trainings mativating
subordinates to work effectively; determininog the reed for
disciplinary action and either recommending or initiating
disciplinary action.

= Ability to determine proper format and procedure For

e

assemnb:ling items of inmformation.

4, Krnowledge of general hotel aperaticons and correct hotel

office procedures.

<1 Hriowledne of state tax reporting reguirements and
procedures.

= Ability to make minor decisions in acoordarce with laws
lv them to work problems.

ard regulations and to app

1. Kriowledge of the laws, r»ules, policies and procedures
governing assigrned unit activities.

= Hriowledge of the types ard uses of agericy forms.
S Hricwledge of the proper- telephorne procedures for making
and receiving unit calls.

such as

1. Skill in ocperating hobel office machire .
photocopier, hotel posting machine, Telex, computer
terminal, FPEX switchboard. calculakor.



XII.
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e Kricwledge of general hotel operations and correct hotel
aoffice procedures.

1. HKriowledge of the principles, practices, and techwniques
of supervision.

Accommadations Clerk I:
Applicants must kave at least
(a) one year of full—-time or eguivalent part-time
experience in office work, or
() any ecuivalent combirnaticn of the reguired
experience and the substitutions below.

Substitutions:
I. A diploma as evidernce of graduaticrn from the commercial
oy business course of a recognized high school or

vocational /technical high school may be substituted for the
reguired experience. ¥

II. A dipioma as evedernce of pgraduatiocn from a cowrse other
tharn the commercial or business course of a recogrnized high
school or vocational /techrnical high school, or possession of
a Massachusetts high school eguivalerncy certificate may be
substituted for a maximum of eight monthe of the required

experience. %

I11. A diploma for completicr of a program in a recognized
non—degree granting business or secrsetarial school above the
high school level may be substituted for the reguired

experience. #®

IV fr Asceociate’s or higher degree or diploma may be
substituted for the reqguired experience. *

*Education toward such a degree or diploma will be prorated

o the basis of the proportion of the requirements actually

completed.



Rccommodations Clerk p.7

Applicants must have at least
(a) two years of full—-time or equivalernt part—-time
experience in hotel office clerical or accounting
work, or
(b) any equivalent combinatiorn of the required
experience and the substituticrms below.

Substituticors:

I A diploma as evidence of graduaticr from the commercial
or busziness course of a recogrnized high school of

vocationmal /technical high school may be substituted for a
maximum of orne year of the reguired exoeriernce. #

rl. A diploma as evidernce of graduation from a course other
thar the commercial or business couwse of a recogrnized high
schaxl or wvocational/technical high school or possession of
a Maszachusetts high schaool equivalercy certificate may be

==

substituted for a maximum of eight maorths of the required

exXperlience, ¥

ITII. A diploma for completion of a crne—-year, full—-time or
equivalent part—-time, program in a recogrnized, non degree
granting business or secretarial school above the high

school level may be substituted for a maximum of ore year of

the required experience. ¥

IV, A dipiloma for completicon of a two-yvear, Ffull—-time or
equivalent part-time, program in a recogrnized non depgree
granting business or secretarial school above the high
school level may be substituted For the regquired

experience. ¥

*Education toward such a depgree o diploma will be prorated
on the basis of the proportion of the requirements actually

completed.
XIII.Special Reguirements:
Occupational Group

T/E29/86
Revised / /
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II.

il

IvV.

Accommaodat iorns Services Night Mamager Series:

Accommadaticons Services Night Marnager.

Sunmary of Series:

Incumbents of positions in this series manage hotel
accommodaticoms during the might shift; register guests and
ascigrn accommodaticons; perform night audit; monitor the
security of the facility and safety of employees and guests;
arnd perform related work as required.

Organizational Levels:

Accommadat ions Services Night Manager is a service job.

Examples of Duties Common To All Levels In Series:

1 Accepts reservations and registers guests; accepts and
distributes guests mail; assigns and monitors guest
safe deposit baxes. :

Operates FEX. Key control, and calculator.

[

B Ferforms night audit, verifying and balarncing entries
and records of daily financial transactions.

4. Fosts and recocrds charges, reconciles balances,
prepares reports; makes deposits.

S Responds to inguiries regarding haotel’s services, both
orally and in writing.

&. Develops and updates training manual cperation of night
shift, administers training program for night shift
personrel.

AT Momitors and pericdically touwrs the facilitiess

receives reports from anm—duty persormel and may
communicate with aother departments in order to ensure
the security and welfare of property, employees and
guests.

Differerces Eetween Levels In Series:

Nare.
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VI. Relationchips With Others:

Major work contacts are with the gereral public, hotel
guests and department persormel.

VII. Supervision Received:

Incumbents of paositions at this level receive direct
supervision from an employee of higher grade who assigns
duties and reviews performance for efficiency and
conformance with instructions.

VIII.Supervision Exercicsed:

Incumbents of pasiticons at this level exercise direct
supervision over 1-5 service persormel.

IX. Working Conditions:

Iricumberts work indoocrs and are nat exposed to any
urinsual working conditions.

X. Gualificatiorns Reguired AT Hire For All Levels In Series:
1. Ability to manage hotel accommodations services.
2. Ability to understand and apply the rules, regulations,

policies and procedures governing assigned unit
activities.

Ability to supervise and train other employees and
studernts.

4. Ability to aperate FPEX, Key contraol, calculator.

S Ability to work accurately with names, numbers, codes
and symbols.

&. Ability ta past and record charnges, recorncile balarces,
create reports.

7. Ability tao maintain accurate records.

8. Ability to deal tactfully with others.
9. Ability to follow aral and written instructions.

10. Ability to communicate effectively in oral expressian.
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11, Ability to read, write and comprehend the English
larnguage.

12, Scme krnowledge of office practices and procedures.
13. Ability and willingrness to wark might shift.
14. Marmal dexterity.

15. Ability to exercise sound judgment.

XI. Qualificaticms Acquired On Job At All lLevels In Series:

i. Krizwledge of the rules, regulaticns, policies and
procedures governing assigrned unit activities.

Kricwledge of the proper telephone procedures for making
and receiving calls.

[

Kriowledge of the principles, practices and technigques
of supervisiar.

2

XII. Mirviimum Entrarnce Reguirements:

Applicants must hawve at least (A) three years of
full—-time, or equivalent part—-time experierce in hotel/moctel
affice work, or (B) any eguivalent combinaticwn of the
reguired experience and the substituticns below.

Substitutions:

; 1. A diploma as eviderce of graduatiocrn fram a couwrse octher
tharn the commercial o business course of a recaognized
high schoal or vocatiornal/technical high school or
possession of a Massachusetts high school equivalerncy
certificate may be substituted for & maximum of eight
mornths of the reguired experience. ¥

II. R diplama for completicrn of a one—year program in a
recognized, rnon—degree granting business school above
the high school level may be substituted for a maximum
of one year of the required experience. *®

I1I. An Associate’s or higher degree may be substituted for
the required experiernce.*

¥Education toward such a degree or diploma will be prorated
arn the basis of the proraticon of the requirements actually

campleted.
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XIII.Special Reguirements:
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