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CITY OF DULUTH 
invites applications for the position of:

Events Host (Non-Union)

SALARY: $13.50 Hourly 

OPENING DATE: 03/30/21

CLOSING DATE: Continuous

SUMMARY / PURPOSE:

To provide in-person customer service to the public for the Parks & Recreation Division. This
position maintains a strong on-site presence to monitor events and activities in the areas for
which responsible and ensure compliance with established City policies for staff and patrons.

ESSENTIAL DUTIES & RESPONSIBILITIES (OTHER DUTIES MAY BE
ASSIGNED):

1.    Perform customer service by phone, email, or in person. 
2.    Enter and maintain data into computer with accuracy, conduct file searches, and retrieve
documents. 
3.    Schedule meetings and assist with coordination of events. 
4.    Act as on-site supervision of facility and guests. 
5.    Maintain cleanliness of reservation facility and ensure that facility is reset to standard layout
at the conclusion of each event. 
6.    Assist in other permitting and operations tasks as assigned. 
7.    Other duties as assigned.

MINIMUM QUALIFICATIONS:

Age Requirement 
A.    Must be age 18 or older. 

License Requirement 
A.    Must possess and maintain a valid Minnesota driver's license or equivalent. 

Education & Experience Requirements 
A.    One year of experience in a customer service-related role or industry. 

Knowledge Requirements 
A.    Basic knowledge of general safety practices and procedures. 
B.    Basic knowledge of the methods and materials used in the cleaning and maintenance of
facilities. 
C.    Knowledge of modern office methods, specifically Microsoft Office programs (i.e., Outlook,
Word, Excel, Publisher, etc.). 

Skill Requirements 
A.    Proficiency with Microsoft Office programs, including experience with mail merge,
spreadsheets, and databases. 
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B.    Highly effective organizational and time-management skills. 
C.    Skill in composing business correspondence and preparing documents using independent
judgment. 
D.    Attention to detail and accuracy. 
E.    Analytical and problem-solving skills. 
F.    Exemplary customer service skills, including the ability to identify needs, provide prompt
responses, and exercise patience, respect, and professionalism in all interactions. 
G.    Excellent communication skills, both orally and in writing. 

Ability Requirements 
A.    Ability to create and maintain a positive working environment that welcomes diversity,
ensures cooperation, and promotes respect by sharing expertise with team members, fostering
safe work practices, and developing trusting work relationships. 
B.    Ability to listen actively and communicate effectively in order to understand the needs of
customers. 
C.    Ability to represent the organization to other agencies and citizens with a courteous, helpful,
and friendly attitude. 
D.    Ability to interpret questions, provide satisfactory explanations, and resolve complaints. 
E.    Ability to produce documents using proper sentence structure, punctuation, grammar, and
spelling. 
F.    Ability to assist and monitor people of all demographics at events, activities, and while using
recreational facilities. 
G.    Ability to operate standard office equipment. 
H.    Ability to maintain order to ensure safety and security. 
I.    Ability to act decisively while using good judgment. 
J.    Ability to plan, organize, and prioritize workload within established timelines to meet
deadlines. 
K.    Ability to work independently and exercise discretion in the absence of specific instructions. 

Physical Ability Requirements 
A.    Ability to stand or sit for extended periods. 
B.    Ability to transport oneself to and from various worksites 
C.    Ability to perform onsite maintenance activities such as shoveling, sweeping, mopping, and
general cleaning. 
D.    Ability to lift and carry items weighing up to 50 pounds. 
E.    Ability to occasionally bend, stoop and reach overhead, above the shoulders and
horizontally. 
F.    Ability to attend work on a regular basis.

SELECTION PROCESS:

About This Position:

We are currently two vacancies for this position: part-time (no more than 13.5 hours/week);
temporary (no more than 67 working days). 

The scheduled hours and days will vary, but this position will require work on weekends,
evenings and at times of peak park usage. Work schedules (hours and days) and location are
subject to change based on department needs.

The City of Duluth conducts the following pre-employment checks for this position:
Criminal History Check
Driver's License Check (if required for position)
Drug Screening
Breath Alcohol Test
Pre-Work Screening Physical Exam
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411 West First Street
Duluth, MN 55802
218-730-5210

hrinformation@duluthmn.gov

Position #A2134
EVENTS HOST (NON-UNION)

AO

Events Host (Non-Union) Supplemental Questionnaire

 
* 1. Are you age 18 or older?

 Yes
 No

* 2. Which best describes your driver's license status?
 Valid MN Class D or equivalent
 Valid MN Commercial Class C or equivalent
 Valid MN Commercial Class B or equivalent
 Valid MN Commercial Class A or equivalent
 No valid driver's license

* 3. For which position status are you applying?
 Temporary (67 days)
 Part-Time (13.5 hours/week)
 Temporary or Part-Time

* 4. Hours for this position are flexible and vary; they involve working weekends, evenings,
and holidays. Do you currently have or do you anticipate any prior commitments that
would affect your availability in scheduling? What is your work availability?

* 5. Please describe a time you provided excellent customer service and why you thought it
was excellent.

* 6. I am a currently enrolled as a full-time student (verification required) and will be under
age 22 for the remainder of 2021.

 Yes
 No

* 7. I understand that this position does not qualify for employee benefits.
 Yes
 No

* Required Question
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