Reception and information clerk
(0631)

A reception and information clerk is a reception service
employee whose job is to welcome, guide, inform and advise
visitors on the services, products and activities of the company
and, more generally, the region, in order to make their stay
pleasant. This position is mainly found in the accommodation
sub-sector. This position usually involves working in tourist
information services, outdoor recreation centers, restaurants,
resorts, museums, interpretation centers, historic sites and
locations, agquariums, amusement parks, zoos, etc.

Responsibilities
ORGANIZING WORK & REPRESENTATION 50 %

Identifying information that is likely to be requested
Maintaining inventories of information material
Compiling visitor statistics

Representing the company to customers

CUSTOMER SERVICE 50 %

Providing information about the company's tourism
services and products, and on nearby attractions, by
telephone orin person

Taking reservations

Monitoring admissions and collecting entry fees, where
applicable

Providing special services, such as wheelchairs, special
guests, etc.

Receiving and handling customer complaints
Encouraging longer stays and visits
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Language levels

FR o0 Functional
EN o0 Functional

Working conditions

® Day, evening and weekends
® Flexible working hours
* Hourly wage between $16 and $20

Hiring criteria

Leadership and decision-making skills
Ability to work as part of a team,
organizational skills

Ability to multi-task, autonomy
Experience in customer service is an asset
Computer skills are an asset

Bilingualism or trilingualism is an asset
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Skills and qualifications

GENERAL SKILLS

Customer service skills
Teamwork skills

Sales skills

Flexibility
Organizational skills

SKILLS

Linguistic:

Fluency in spoken and written French

Knowledge or fluency in English is an asset

Fluency in other languages is an asset

Using effective communication strategies and techniques
Professional communication

KNOWLEDGE

9

Knowledge of basic operating principles and relevant job-related
IT systems
Knowledge of the tourism industry and customer needs

QUALITIES

Autonomy

Sense of initiative
Versatility
Tolerating stress
Dynamism
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*The masculine form is used only to simplify
the text

The information provided in this document is
indicative and non-contractual. It is presented as
part of the pilot project for integrating asylum
seekers in tourism through employment.



