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Job Title: Member Service Representative Hourly Wage: $15.00-$16.50 per hour
Department: Club Administration Reports To: Department Supervisor
Classification: Non-Exempt, Part-time Revised: August 2026

Position Summary

Member Service Representatives are upbeat individuals who are responsible for creating a positive member
experience by providing a superior level of customer service to South Barrington Club members, prospective
members, and guests.

Duties & Responsibilities

Greet all members, prospective members, and guests with a smile, and provide exceptional
customer service.

Handle all front desk activities including answering phones in a friendly manner and assisting callers
with a variety of questions.

Navigate through online club management system to check-in members, perform updates to profiles,
and process payments and other transactions.

Guide prospective members on tours and sign them up.

Respond to member questions and concerns in a timely and professional manner and elevate to
Supervisor or Department Head when necessary.

Replenish and clean coffee station.

May need to shovel and salt the stairs and walkway.

Follow all departmental safety rules and procedures.

Promptly and properly report all accidents, injuries, and unsafe conditions.

Assist in maintaining the neatness and cleanliness of the club.

Perform additional duties as assigned by the supervisor.

Schedule & Pay

This position is part-time, scheduled 3 to 4 days per week including weekends.

Available shifts are 9:30AM-1:30PM, 2:00PM-6:00PM, or 6:00PM-10:00PM Monday—Friday, and
12:00PM-5:00PM or 5:00PM-9:00PM on weekends.

Some flexibility may be required based on department needs.

Ability to earn commission on membership sales.

Earn an hourly premium for working Saturday nights and for serving alcohol.

Benefits

Earn Paid Time Off.

Free membership to the South Barrington Club and Fitness Center.
Referral Program - Refer a friend to receive a referral bonus.
Discounts on all Café and Pro Shop items.

Qualifications & Skills

Club

High School diploma/GED equivalent required.

Must be 18 years of age or older.

Customer service and multi-task oriented.

Ability to navigate an online club platform and toggle between multiple screens.

Solve problems comprehensively and produce accurate work on a timely basis.

Perform required duties with initiative, good judgement, accuracy, persistence, creativity, integrity,
tact and courtesy.

Ability to work with minimum supervision.

Demonstrate diplomacy in all interactions while using appropriate behavior and language.
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Physical Demands for Member Service Representatives
e Continuous standing, walking, and talking during shift.
e Prolonged hours of computer use.
o Ability to lift up to 20 pounds, including deliveries and towels.
e This is not a remote work position.

Equal Employment Opportunity (EEO) Statement

South Barrington Park District is an equal opportunity employer. We consider all applicants for employment
without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, age, disability,
veteran status, or any other protected status under federal, state, or local law.

Acknowledgement

Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties
or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may
change at any time with or without notice.
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