
MOKENA COMMUNITY PARK DISTRICT  
 

JOB TITLE:  Building/Gym Attendant 

 
 
DEPARTMENT: Recreation REPORTS TO: Manager of Recreation 
SCHEDULE: Permanent part time     Facility Operations 
 

 
SUMMARY 
The Building/Gym Attendant position is performed on a part-time basis.  Generally, the workplace is moderate to 
fast paced.  The Building/Gym Attendant must be in appropriate attire.  Shirt provided by the Park District is to be 
worn at all times while on duty. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES   
Include, but are not limited to:  
 
1.  Ensures that all participants check in at the front desk, show identification, and present their punch card or pay 

the daily rate. 
2.  Greets and welcomes all guests, fitness members, and recreation program participants in a friendly and 

enthusiastic manner.   
3.  Ensures that all participants entering the gym are wearing gym or court (non-marking) shoes.  No black soled 

shoes are allowed on the gym floor. 
 4.  Suggests participants lock their personal belongings in the lockers located in the mezzanine for safekeeping.  

Informs participants combination locks may be purchased at the front desk, but must be removed daily or will 
be cut off. 

5.  Ensures that no food, candy, gum, or pop is brought into the gym.  The main lobby is the only area where food 
and drink are allowed.  Gym bags and loose clothing are also to be kept off the gym floor. 

6.  Ensures that all participants follow all open gym rules.  Attendant is to be strict with enforcing rules.  The Park 
District reserves the right to take appropriate action if any open gym participant exhibits unsuitable behavior.  
This includes, but is not limited to, inappropriate language, gestures, fighting, or violation of any of the above 
rules.  The Park District reserves the right to ask any participant to leave the facility. 

7.  Supervises and interacts with open gym participants. 
8.  Communicates program information to participants and administers facility policies to on-site situations while 

maintaining strong customer service and crowd control. 
9.  Sets up for programs, including but not limited to, volleyball standards, nets, and judges’ stands.  Opens 

and/or closes bleachers for programs/events when required.   
  10. Responsible for checking in/checking out recreation equipment for persons using the field house and ensuring 

that equipment is returned in good condition.  Is accountable for recreation supplies; i.e., basketballs, 
volleyballs, etc.  Stores and secures recreation equipment in designated areas. Advises Recreation Facility 
Manager when program equipment is damaged or missing.   

11. Lowers divider curtains, basketball backboards, and sets up volleyball nets, if needed.  The Park District 
reserves the right to decide whether “full court”, “half court”, or “open shooting” will take place or whether to 
lower/raise the divider curtains, which is dependent upon the program, activity, or number of open gym 
participants. 

12.  Observes all entrances/exits of the gym carefully for persons trying to gain entry without paying or wearing 
proper wristband.  Exit doors are alarmed and must always remain closed. 

13. Completes Incident Report in its entirety for all injuries.  Incident Report forms are located at the front desk.  
Upon completion, gives the Report to the front desk for placement in the mailbox of the Administrative 
Assistant.   

14.  Picks up any trash left on the gym floor, the bleachers, or on the walking track at the end of the work shift.  
Immediately wipes up any spills on the gym floor.  Brings any articles found to the front desk to be placed in 
the “lost and found” bin. 

15.  Occasionally assists with special events, rentals and programming, including but not limited to, setting up or 
taking down tables, chairs, etc.  Detailed written instructions will be available at the front desk. 

16.  Communicates with Customer Service Desk Associate, and Manager of Recreation Facility Operations, to 
ensure gym usage is properly monitored.  Communicates unusual activities or problems (i.e., broken 
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equipment, unacceptable behavior) to the Manager of Recreation Facility Operations and/or the Executive 
Director. 

17.  Obtains AED/CPR certification and becomes familiar with and understands emergency procedures related to 
fire, police, medical, and weather, including emergency evacuation routes. 

18.  Performs other duties as directed or delegated by the Executive Director, Manager of Recreation Facility 
Operations, Customer Service Desk Associate and/or the Facility Maintenance Manager.  

19.  Works to ensure a safe environment for the general public, program participants, and staff within the 
established Loss Control Program.   

 
SKILLS AND EDUCATIONAL REQUIREMENTS 
An individual must be able to perform each essential duty satisfactorily.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform essential duties.  
 
Has the knowledge, skills and mental development equivalent to the completion of high school.  Supervisory 
experience preferred.  Multi-tasking is essential.  
 
A valid Illinois State Driver’s License is required. 
 
WORKING CONDITIONS 
The purpose of these open gym times is to give participants the opportunity to socialize and play in a supportive 
and stress-free environment.  The Mokena Community Park District is committed to meeting the recreational needs 
of our patrons.   
 
PSYCHOLOGICAL CONSIDERATIONS 
Individual must have ability to deal with people under occasionally stressful situations. 
 
PHYSIOLOGICAL CONSIDERATIONS 
While performing the duties of this job, the individual is regularly required to sit; use hands to handle and feel objects 
and equipment; reach with hands and arms; and talk and hear.  The individual is frequently required to stand, walk, 
stoop, kneel and crouch.  While performing the duties of this job, the employee may be required to lift items up to 
50 pounds. 
 
ENVIRONMENTAL CONSIDERATIONS 
Activities are performed indoors in which conditions include lighting and cool temperature.  The noise level in the 
work environment is moderate. 
 
COGNITIVE CONSIDERATIONS 
Must be prompt, dependable, and courteous at all times.  Must be able to work early evenings and weekends.  Must 
be able to administrate set rules among participants.  Flexibility is very important.  Dedication and willingness to 
spend time in the gym is required.   
 
Must be able to follow directions, exhibit good problem solving ability and good judgment, and work within the 
guidelines and policies set forth by the Mokena Community Park District Board of Commissioners. 
 
 
 

 
 
I,  , have read and understand all aspects of this job description and accept 
the duties as set forth.  
 
 
    
 signature   date 
 
 

 
 


