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Class Definition 
 
Under direct supervision, completes the scheduling and processing of permits to the public for the use of 
county park facilities, including but not limited to picnic areas, recreation centers, ball fields, etc.  
Provides answers to inquiring park customers/visitors, and performs a variety of moderately complex 
administrative tasks in support of park permit operations. Refers more complex permit requests to the 
Supervisor.  Performs other duties as assigned. 
 
Examples of Important Duties  
 
1. Schedules and processes permits to the public for use of picnic areas, recreational buildings, 

camping sites, and other county facilities.  Provides services to both internal and external customers 
requesting permit related services.  Manages all customer complaints or issues, referring the more 
complicated situations to the supervisor for resolution. 

 
2. Makes reservations, assists customers with the selection of appropriate rental facilities, and makes 

recommendations as needed.  Receives and reviews facility applications to determine availability of 
requested facility.   Answers questions and responds to requests for information regarding facility 
characteristics, availability, accommodations, facility policies, rules and regulations. 

 
3. Where applicable, determines customer eligibility for fee reductions and verifies program eligibility 

and residency requirements are met.   
 
4. Receives and processes requests for reservations.  Collects key deposit fees, processes receipts, 

issues permits and records daily transaction of revenue collected.  Prepares and issues refunds once 
approved.  Prepares and makes bank deposits and maintains corresponding financial reports as 
required.   

 
5. Administers the key security deposit system and issues receipts.  Checks on an ongoing basis for 

keys that have not been returned, notifies supervisor, and issues deposit forfeitures for violation of 
rules, regulations, and failure to return keys.  

 
6. Complies with established policies regarding the safeguarding of customer personal information, 

including credit card, checking account numbers, and all related demographic data.   
 
7. Maintains, updates and distributes files and reports.  As needed, secures approval and orders 

equipment, generating purchase orders and/or work requests to expedite orders.   
 

8. Makes recommendations to improve procedures or simplify forms used in the reservation and park 
permit processes. 
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Important Worker Characteristics 
 
A. Knowledge of (l) office practices; (2) park and recreation facilities; (3) Commission organization, 

policies and procedures;* (4) effective customer service; (5) general safety procedures. 
 
B. Skill in operation of (l) computer and related software, including spreadsheet and database software; 

(2) general and specialized office equipment related to duties. 
 
C. Ability to (l) effectively communicate with the public and staff at all levels, and provide information; (2) 

use and maintain a system of office procedures; (3) read, and interpret policy, correspondence, and 
other information pertinent to the operation; read and write technical reports and correspondence. 

 
*Developed primarily after assignment in this job class. 
 
Minimum Qualifications 
 
1. High school graduation or GED; 
 
2. Two years directly related customer service experience. 
 
3. An equivalent combination of education and experience. 
 
Working Conditions 
 
Works in office setting.  May be required to work in stressful conditions when interacting with irate 
customers. 
 
 


