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PUEBLO ZOO/PUEBLO ZOOLOGICAL SOCIETY 

Guest Services Specialist 
 
 
Hourly Non Exempt Varied Schedule Weekend Coverage 
Pay rate is $12.32 per hour 
Reports to Guest Services Manager 
 

ORGANIZATION OVERVIEW 

The Pueblo Zoo is a vibrant, collaborative, and flexible nonprofit workplace. Driven by our mission to empower 
people to engage in conservation of animals and their natural habitat, we serve 100,000 annual visitors, 
provide educational outreach to tens of thousands of students, and directly support global species 
conservation. The Pueblo Zoo is accredited by the Association of Zoos and Aquariums and is home to nearly 
500 animals representing more than 125 species.  

GENERAL DESCRIPTION 
 
Serves as the primary point of contact for zoo visitors, new and returning members, facility renters and other 
key constituents of the Pueblo Zoo.  The Guest Services Specialist welcomes zoo visitors at the front gate, 
collects admission fees, sells memberships and helps guide visitors in planning their zoo visit. This position 
supports the Membership, Special Events and Marketing staff in a variety of capacities including providing 
support for large mailings, regular data entry/processing and a variety of support duties related to special 
events.  Above all, this position is responsible for providing excellent customer service that our visitors will 
remember and that inspires them to come back again. 
 
DUTIES AND REPONSIBILITES 
 
Guest Services – Gate Attendant 

1. Opens/Closes Zoo including Education/Administration Building, Discovery Room, Gift Shop, etc. 
unlocking/locking doors and turning on/off lights as appropriate. 

2. Collects admission fees from visitors; sells membership, advanced sale tickets and special event tickets 
and animal food. 

3. Rents wheelchairs and wagons. 
4. Answers main Zoo telephone line, answering questions as possible and otherwise directing calls to 

appropriate staff. 
5. Operates cloud based POS system, reconciling cash with reports at closing.  
6. Assists other guest services areas with reconciliation as needed. 
7. Locks gate and gift shop receipts in safe. 
8. Maintains radio communications and may act as communications base during potential Zoo 

emergencies. 
9. Ensures that front-gate entry and public spaces in Administration building are clean – performing light 

housekeeping and coordinating with Buildings & Ground staff as needed.  
 
Membership 

1. Sells memberships at the gate. 
2. Ensures proper paperwork is legible and collected on membership applications 

 
Volunteers 

1. Copy all paperwork as needed for volunteers that report for work for appropriate tracking of hours for 
host agencies. 

2. Track hours for the volunteers on appropriate forms as required. 
3. Work with Buildings & Grounds to ensure correct placement and use of volunteers.   
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Birthday Party Logistics 

1. Supports Rental Coordinator by providing logistical and customer service support for birthday party 
rentals. 
 
 

Event Support 
1. Supports Special Events Coordinator as needed and as schedule allows (e.g. Mandari support, on-
grounds special events, etc.) 

 
OTHER 

1. May at times (when volunteer fails to report for duty) need to act as Gift Shop clerk in addition to gate 
cashier. 

2. Assist with mailings as needed to include stuffing envelopes and labeling. 
3. Other duties as assigned. 

 
KNOWLEDGE, SKILLS, and ABILITIES 
Ability to communicate in an effective, friendly, and courteous manner; make accurate change, relay 
information, exercise good judgment. Ability to multi-task and to work successfully in a fast-paced work 
environment. Able to regularly use MS Office Suite, particularly Outlook, Word and Excel.   

PYHSICAL & ENVIORNMENT REQUIREMENTS 

This position requires hold, lift, carry, or push items as necessary, up to 10 pounds.  May require long periods 
of standing, hauling materials over uneven and wet surfaces, frequent bending, stooping, stretching, reaching, 
and lifting items. This position requires frequent walking across Zoo grounds, as well as long periods of time 
sitting in an office.  This position requires multi tasking and focus with a lot of background noise.  Must have 
the ability to listen and respond to radio needs as required. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. This job description is intended as a guide 
to the general job responsibilities and is not inclusive of every duty the employee is expected to perform.  
 
MINIMUM QUALIFICATIONS 
Required: High school diploma or equivalent.  Experience as a cashier and as a customer service provider. 
Must be able to work regular weekends and flexible hours, including evenings.   
 
 
 


