Capitol City Trap & Skeet

Title:   Customer Service Representative
Reports to: Tony Wasson
Job summary
CCTS is currently looking for a motivated individual to have on staff as a customer care representative and range safety official. Safety and service is always our first priority. We strive to create a safe and enjoyable atmosphere for our members and guests. In addition to daily activity, we host private and registered shotgun events. These events require detailed and organized preparation, as well as energetic and smiling customer service.  If you are a person who is detailed oriented and a hard working professional eager to learn, then we would like to hear from you. 
Summary of essential job functions
This support includes answering phones, greeting customers and accurately collecting payments for goods and services. This position will also be responsible for maintaining safety on the range by enforcing Range rules and Standard Operating Procedures (SOPs).
Minimum requirements
· Candidates must have a H.S. diploma (or equivalent) 
· One year experience with cash handling
· One year experience in general clerical duties
· Ability to assist in  planning and execution of events and daily business
· Personable with good people skills, tact, and decorum
· Must have very good telephone skills
· Valid Driver’s License 
Abilities & Knowledge Desired
· Basic knowledge in gun club operations
· Proficiency in Microsoft Word and Excel
· Basic computer knowledge
Disclaimer
The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification. They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. All personnel may be required to perform duties outside of their normal responsibilities from time to time.
