
 
 
   

CITY OF CHELAN JOB DESCRIPTION 

 

 

TITLE    OFFICE WORKER   (MARINA) 

 

DEPARTMENT:                                                  Recreation - Park 

Division  

 

REPORTS TO:      Facilities Supervisor 

 

DATE ADOPTED/REVISED: April 10, 2003          SALARY GRADE:  PTS    

7,12,17,22 

 

POSITION PURPOSE 

This seasonal position makes reservations and collects launch and moorage fees from 

customers using a computer and specialized software.   This position greets the public 

and enforces the rules and regulations of the marina. 

 

ESSENTIAL JOB FUNCTIONS 

Make marina reservations, changes and cancellations using a computer.  Collect fees 

and make change.  Explain and enforce rules and regulations of the marina.  Must be 

able to swim. 

 

EXAMPLES OF DUTIES AND RESPONSIBILITIES 

Greets customers and promote positive public relations 

Make marina reservations, changes and cancellations using a computer 

Advise public of rules and regulations related to use of the Marina and its 

facilities 

Collects fees from public for launching and other uses of the Marina 

Responsible for duties of each of the shift assignments 

Responsible for documenting all complaints and accidents according to 

procedure 

Maintain grounds and floats on a daily basis  

Balance your till and transport daily receipts to the parks office 

Keep Marina office in a neat and clean condition each day 

Perform other duties as assigned 

 

WORKING CONDITIONS 

Work is performed in an office setting and outside in a marina environment.  Will 

spend prolonged periods outside in the elements.   Will be working in and around 

water.  Appropriate preventive measures to sun exposure needs to be taken.  

Employee is subject to shift work and working on all major holidays 
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KNOWLEDGE, ABILITIES, SKILLS FOR SUCCESS 

Ability to work closely with public in a positive manner 

Ability to enforce rules and regulations related to use of the Marina 

Ability to operate cash register and count out change 

Ability to work as part of a team 

Knowledge of rules and regulations of marina 

Knowledge of facilities and equipment used in the operation of the Marina 

 

QUALIFICATIONS REQUIRED 

Valid Washington State Drivers License with driving record free from serious or 

frequent violations. Must be able to swim. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                 
                                                 



 
 
   

                                                 
          
The statements contained herein reflect 
general details, as necessary to describe the 
principal functions of this job, the level of 
knowledge and skill typically required, and 
the scope of responsibility, but should not be 
considered an all-inclusive listing of work 
requirements.  Individuals may perform other 
duties as needed, including work in other 
functional areas to cover absences or relief, to 
equalize peak work periods, or to otherwise 
balance the workload. 
 


