
  

Job Detail for Customer Service and Information Specialist 
 

 

Position:   Customer Service & Information Specialist- (PT) Union Building 
 

Shifts:   FOR Fall 2015 SEMESTER   

 

Closing Date:  TBD 
 

Job Duties:  Interacts as Customer Service, Administrative Assistant for four areas, and 

Information Specialist for the Union by providing guest services to students, staff, faculty, and 

guests.  Duties include collection and distribution of accurate campus, city, and building 

information regarding events, directions, and ticket sales.  Other courtesy services include:  

General ticket sales, TTY phone usage, inventory control for building and surrounding area Lost 

& Found.  Monitors wheelchairs, handcarts, and keys for secure offices in the building.  

Candidate must demonstrate effective judgment, communication, multi-tasking, and 

troubleshooting skills to identify and solve problems while performing various office and 

cashiering tasks, and administrating ticket sales via SmithsTix ticketing system.  As this 

individual is often the first contact for visitors both in person and on the telephone, he/she must 

be able to multitask efficiently, respond well in difficult or hazardous situations, while positively 

representing the University.  Other tasks include:  use of office equipment, upkeep of the desk, 

prompt distribution of building mail, approval of posting material for the University, design and 

construction of mylar and latex balloon decorations.  Completes other projects and duties as 

assigned, and attends mandatory bi-monthly staff meetings and annual Union staff training 

programs.  Flexible schedules and paid training. 

 

 

Minimum Requirements:  Commitment to excellent customer service, telephone 

etiquette/skills, basic organization, self-motivation, effective communication and listening skills.  

Must be able to interact with guests at various locations around the counter and do moderate 

lifting (10-25 lbs).   
 

Preferences:  Previous cashiering and ticket sales experience, flexibility in schedule, work-

study or current student at the University of Utah. 
 

Salary:  $8.00 

 

 

 



  

 

 
 

DATE: 
 

    

 

NAME: 
 

   

     PHONE:       

         

  Fall 2015 Semester Availability Form   
         

                 Please mark an X through the times you will not be available. 
         
         

  Mon Tues Wed Thurs Fri Sat Sun  

7:00                

8:00                

9:00                

10:00                

11:00                

12:00                

1:00                

2:00                

3:00                

4:00                

5:00                

6:00                

7:00                

8:00                

9:00                

10:00                

11:00                

12:00                

         

During the school year, the Union Services Desk will be open the following hours: 
 Monday-Thursday          7:30 am to 11:00 pm    
 Friday          7:30 am to 12:00 am    
 Saturday         8:00 am to 12:00 am    
 Sunday         10:30 am to 9:00 pm    
         
         
Comments:          
         
         
         

 



  



  



  



  

 


