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INFORMATION RECEPTIONIST





                                                           


KIND OF WORK:  This is public relations and routine clerical work in welcoming tourists to the City of Mobile.





DISTINGUISHING FEATURES OF THE WORK:  An employee in this class greets tourists visiting the city and provides information regarding its government, history, scenic and historic sites to see, directions and lodging facilities.  The incumbent is also responsible for completing routine clerical tasks associated with these duties.  Under the direct supervision of a clerk typist, the work is performed within well-established procedures and requires shift work including nights and weekends.





EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Welcomes tourists, tour groups and individuals to the city; provides information regarding city government and history, scenic and historical sites and attractions, lodging facilities and restaurants, maps and directions; represents the City of Mobile at receptions, special events and related gatherings; conducts tours of the Fort Conde complex, City Hall and other areas of interest; performs clerical functions such as typing, filing and answering calls associated with this work; researches documents for historical or statistical data; performs related work as required.





ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of the City of Mobile, government, history, attractions and scenic and historical sites; ability to read highway maps, suggest travel routes and direct visitors to their destination; ability to perform routine clerical duties including the ability to type at a moderate rate of speed; ability to establish and maintain effective working relationships with other employees and to deal tactfully and cordially with the general public.  





MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school and preferably a minimum of one year's experience in travel, tourism, promotion or closely related area; or a combination of education and experience equivalent to these requirements.
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