
Front Desk Attendant (Weekends) 
 

Reports to: General Manager / Office Manager 

 

Summary 

The individual at Front Desk/Reception serves as the primary point of contact for members, 

guests, and visitors. This position helps the weekend operations of the club run smoothly by 

greeting people and addressing their requests, both in person and by phone. The role also 

collects all dining, event, and pool reservations (when applicable), and enters them into the 

club calendar promptly. Additional responsibilities will include data entry, assisting management 

staff, and maintaining an organized working environment at the Front Desk. 

 

 

Job Knowledge, Core Competencies and Expectations 

The Front Desk Attendant’s primary roles will consist of but will not be limited to 

• Answering the club’s phone at the Front Desk, and transferring inquiries to the 

appropriate staff member whenever necessary 

• Offering a warm, friendly greeting to those walking in 

• Taking dining/event reservations by phone or in person and saving them on the club’s 

online calendar in a timely manner 

• Responding to member inquiries as appropriate (e.g. club hours, cost/start time of a 

particular event, club address, who to contact about a particular question, etc.) 

• Notifying the appropriate staff member whenever he/she has a visitor 

• Providing additional support for staff as needed; this may include, but is not limited to, 

data entry, helping event coordinators bring in supplies for their events, making phone 

calls, setting up a table, etc. 

• Maintaining a clean, organized environment at the Front Desk that is appealing to 

members and accessible to staff 

 

 

Compensation 

This is an hourly, weekend position; compensation dependent upon experience. 

 

 

Send resumes to Jean MacDonald, Office Manager, at jean.macdonald@shannopincc.com. 

 

 

 

About Shannopin 

Since opening for business in 1920, Shannopin has evolved into one of the area’s most vibrant, 

family-friendly clubs. We are a tight-knit community, proud of our diverse dining options, 18-hole 

championship golf course, warm staff, quality amenities, and stellar reputation in special events. 

We strongly emphasize a team-oriented working environment in order to provide an exemplary 

member experience. Our club is seated in the rolling hills of Western Pennsylvania, about 10 

minutes from Downtown Pittsburgh. 

 

 

 

 

1 Windmere Rd. 

Pittsburgh, PA 15202 

(412) 761-2900 | www.shannopincc.com 
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