City of Prineville

Crooked River Dinner Train Office Manager

Position Summary:

Assists the Crooked River Dinner Train Manager with administration, planning and direction of the complete seasonal operation of the Crooked River Dinner Train.  Is responsible for the mission, goals and objectives of the Crooked River Dinner Train; includes everything from taking reservations to maintaining the railcars and equipment.  Provide a safe train ride, great food and excellent entertainment at an affordable price for all guests. 

Position Status:             _______exempt         _______x______non-exempt 

Reports to: Crooked River Dinner Train Manager, City of Prineville Railway Manager, City Manager

Essential Functions:

· Establishes and maintains a working environment conducive to positive morale, individual style, quality, creativity and teamwork.

· Determines work priorities and prepares and monitors work plans and programs, including coordination with other City departments and other governmental agencies.

· Identifies, analyzes and solves problems as they arise.

· Make reservations for potential passengers either from phone contact or website activity.

· Greet guest with a smile and cheery greeting.  Escort guests to their tables.

· Serves food and beverages.

· Remove dishes and glasses from tables and give back to caterer for cleaning.

· Prepare tables for meals, including setting up items such as linens, silverware, and glassware.

· Check guests’ identification in order to ensure that they meet minimum age requirements for consumption of alcoholic beverages.

· Stock service areas with supplies such as coffee, food, tableware and linens.

· Perform an acting part for either the Murder Mystery or Jesse James Train Robbery.

· Keep all equipment in good running order; maintains supply of costumes and props. 

· Tracks and is accountable for all CRDT expenditures within approved budget.

· Listens to citizens complaints and resolves any issues they may have.

· Prepares and balances the train revenues daily.  Submits to City for posting to appropriate accounts.

Qualification Requirements

Knowledge, Skills & Abilities

· Knowledge of exceptional customer service and ability to provide such service.

· Ability to keep food and/or drink orders straight.

· Ability to verbally communicate well with the guests, fellow team members and supervisors.  Use active listening –giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

· Ability to learn and use computer technology that is required for CRDT operations.

· Principles of budget monitoring.

· Strong oral and written communication skills, including business relations, public relations, conflict resolution, relating technical data and the use of discretion.

Special requirements/licenses:

Food Handlers license

OLCC service permit.

A desire to participate (act) in the play is optional.

Education/Experience required:

Previous customer service experience required; a minimum of one year.

High School diploma.

Supervisory Responsibilities:

Supervise the part time office employees.

Working conditions:

While performing the duties of this position, the employee is regularly required to talk, hear, stand, walk and sit.  The employee is frequently required to use their hands.  You may be required to lift and/or move up to 50 lbs.  Good vision is also required.

Employee should have physical stamina and ability to exert maximum muscle force to lift, push, pull or carry objects.

The work environment is inside rail cars.  The noise level is typically similar to general office work with telephones, personal interruptions and background noises.  If involved in presenting the play, noise level may be quite loud at times.
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