
Title: Administrative Assistant

Reports to: General Manager/Assistant Manager/OSP Partners

Direct Reports: NA

Hourly Rate:

Summary of Position:

This is a non-exempt (hourly) position and based on seasonal needs.  The Administrative

Assistant at the Okefenokee Swamp Park is responsible for administrative duties of the

Executive Director, General Manager and OSP partners.

This position requires interaction with the guests and Okefenokee Swamp Park Inc partners

through email, face to face conversation and over the phone.  The Administrative Assistant shall

schedule events, manage registration dates, use proper cash handling procedures, and provide

clerical support.  Administrative Assistant shall be able to report to multiple partners and

leaders with deadlines on time sensitive documents.  An attention to detail with an extreme

customer service focus is a requirement for the effective execution of this position.  The

administrative assistant must abide by the guidelines set by the General Managers (GM) and in

alignment with the contractual covenants set by the Okefenokee National Wildlife Refuge.

Proficient in handling cash and using a credit card machine.  Must be well organized and have

experience in scheduling

This position requires an unwavering commitment to professionalism and a thorough and

complete understanding of all crisis management, health, and safety protocols.

Normal Hours:

1. Hours and expectations as set by the General Manager(s) and with the support of  the

Executive Director of the Okefenokee Swamp Park.

Principal Accountabilities:

1. Accountable for end of day closing procedures.

2. A well-rounded knowledge of the Okefenokee Swamp Park Inc. and the different

packages and items available for sale.

3. Knowledge of basic history of the Okefenokee. (Some on the job training)

4. Excellent customer interaction skills are a must- comfortably speak to (and answer

questions from) the public of varying ages, cultural backgrounds, interests, and

personalities.

5. Computer savvy and able to run a Point of Sale register and credit card terminal.

6. The ability to accurately handle large sums of cash and be able to make change.

7. Responsible for the safety, health and well-being of all visitors.

8. Supports the mission and goals of the Okefenokee Swamp Park Inc.

9. Registers sales on an assigned cash register, provides customers with courteous, fair,

friendly, and efficient checkout service.

10. Provide assistance with operational supply needs



11. Keeps counters and shelves clean and well merchandised, takes inventory, and maintains

records. Checks in and prices merchandise as required or as directed by GM or AGM.

12.

13. In addition, this job may require the employee to stand, bend, kneel or lift in the course

of their regular job duties.

14.

Partnership Job Duties:

1. Assisting with logistics of fundraising events, member outings (paddles, field trips, and

river cleanups), workshops, member communications, and tabling events

2. Being a point of contact for the Satilla Riverkeeper

3. Assisting with outreach, including our social media efforts

4. Maintaining office space, files, and work equipment

5. Helping with simple bookkeeping, marketing, and fundraising functions

6. Screening possible grant opportunities with businesses and foundations.

Qualifications:

1. Experience as a clerk or cashier.

2. Valid Georgia Motor Vehicle Operator’s License and good driving record.

3. Maintain first aid and CPR certification.

4. Will occasionally, lift, carry, push or pull weights up to 25+ lbs.

5. Must be able to stand on your feet for extended times.

6. Excellent communication skills.

7. Works well with the public.

8. Good interpersonal and organizational skills.

9. Pro-active orientation, coupled with the ability to consistently present professionally and

act as a team player.

10. Self-motivated

11. Attention to detail

Professional Responsibility:

1. Participates in professional development activities.

2. Participates in collegial activities designed to make the entire Okefenokee Swamp Park,

Inc. organization productive and positive.

3. Responsible for reading and adhering to the guidelines as established in the personnel

handbook and adhering to all OSP/OA policies.

By signing below, I agree and understand that I must be able to perform each responsibility set

forth above to continue my employment with the organization.

By:  __________________________________________

Gift Shop/Reservation Lead, Okefenokee Swamp Park OR Okefenokee Adventures

Date:  _______________________________

By:  __________________________________________

General Manager, Okefenokee Swamp Park

Date:  _______________________________


