
 

 

Guest Services Coordinator Job Description 

Episcopal Diocese of Utah 
 

Duties/Responsibilities 

 Provide customer service at the Episcopal Church Center of Utah.  

 Resolves guest problems quickly, efficiently, and courteously. 

 Answer phone, respond to emails, greet guests, and maintain the appearance of the front desk. 

 Maintain the voicemail and ensure the message is current. 

 Provide signage for daily events. 

 Assist with registrations, room layouts, finalizing food and beverage requests, audiovisual needs, 

obtaining payment and follow-up. 

 Coordinate events for both the ECCU and in cooperation with the Cathedral. 

 Create, edit and facilitate event orders. 

 Collect general community information for guests. 

 Attend staff meeting. 

 Schedule staff to meet the needs of the events and facilities. 

 Work with diocesan staff on events and projects.  

 Organize and purchase supplies. 

 Be able to anticipate project needs, discern work priorities and meet deadlines with little 

supervision. 

 Daily maintenance of staff lunch room and galley kitchen. 

 General maintenance of lobby, daily newspapers, loading/unloading staff dishwasher and 

watering plants. 

 Assist with coffee and water for groups and other regularly scheduled in-house meetings. 

 Collecting general community information for guests, and being aware of extra-curricular 

activities such as shopping, markets, bus schedules, taxi options, library, etc. 

 Create name badges for groups. 

 Updating lobby screen with events and information. 

 Verify room set ups prior to the start of the event. 

 

Requirements 

2 or more years of customer service experience. 

Proficient computer skills including Excel, PowerPoint, MS Office and email. 

Receptionist or Front desk operations experience. 

Knowledge of office operations including supply management. 

Able to work some nights and weekends 

Fluent in Spanish preferred 

 

This position description has been designed to indicate the general nature and level of work performed. It 

is not designed to be as a comprehensive list of all duties, responsibilities, and qualifications. 

 

Compensation 

Starting wage is $12 per hour.   

 

To apply, please send a letter of application, resume and the contact information for 3 references to 

Rhonda Uber, ruber@episcopal-ut.org.  Review of application materials will begin on June 3
rd

 and will 

continue until the position is filled. 

mailto:ruber@episcopal-ut.org

