City & Borough of Wrangell



Position Description

	Position:   Laborer
	Position Number:  

	Department/Site:  Nolan Center
	FLSA:  Non-exempt

	Evaluated by:  Civic Center Manager
	Salary Grade: 4


Summary

	To assist with functions, the visitor center, and special projects.  


Distinguishing Career Features

	The Nolan Center Laborer is tasked with keeping the Nolan Center functioning smoothly throughout the variety of different events and uses that the Center experiences.  The Nolan Center Laborer must be versatile and ready to assist at many different types of tasks.


Essential Duties and Responsibilities

	· Set up rooms as directed including electronics, special services, etc. 

· Assist in visitor center by taking messages, providing information and sending out visitor information. 

· Requires some gardening. 

· Set up rented rooms, and rented equipment with the direction of the Civic Center Manager. 

· Follow specified instructions on use of table coverings.

· Ensure that all equipment is in place and operational. 

· Ensure that all unnecessary equipment is returned to its original location, trash is emptied, and floors are swept and clean. 

· With kitchen rental, ensure that all appliances are wiped down and all dishes are done and put away.

· Maintain safe areas by observing and correcting possible hazards.

· Perform other duties as required or assigned. Work cooperatively with other employees, external agencies and the public. 

· Report broken or worn out equipment, tables, chairs, table cloths, etc. to the Civic Center Manager.


Qualifications

· Knowledge and Skills

	· Requires attention to detail and the ability to recognize safety hazards. Requires the ability to perform duties in a safe manner.

· Requires willingness to perform various job related duties as situations require.

· Must have a strong sense of teamwork.

· Requires basic cleaning skills.

· Must be a self-starter, show up on time, and do required tasks within a timely manner. 


· Abilities

	· In the absence of the director, must have the ability to book functions and take payments. Ability to set up and take down equipment.

· Requires the ability to follow written and oral instructions. 

· Ability to communicate effectively with staff members, coordinating agencies, general public and the Civic Center Manager. 


· Physical Abilities

	Must be able to load, unload and lift up to 20 pounds.  Must be able to stand and sit for long periods of time.  Must have fine motor dexterity to work with equipment and in a garden.  Must be able to bend, stoop, and squat.  Must have visual acuity to read computer screens and documents, and to perform all other tasks listed in this position description.


· Education and Experience

	Must be at least 15 years of age.  Must be a current high school student, or possess a high school diploma or equivalent


· Licenses and Certificates

	None required


· Working Conditions

	Work is performed indoors and in garden environments where minimal safety considerations exist


This job/class description, describes the general nature of the work performed, representative duties as well as the typical qualifications needed for acceptable performance.   It is not intended to be a complete list of all responsibilities, duties, work steps, and skills required of the job.
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