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Iowa Events Center 
Job Description / Guest Service Attendant 

Job Title: Guest Services Attendant Venue: Iowa Events Center 

Company: Spectra Venue Management Department: Events 

Reports To: Guest Services Manager  Supervises People (Y or N): N 

Non-Exempt (Hourly) Part time  

 
JOB SUMMARY:  

A Guest Service Attendant is an on-call, per event employee who will act as primary provider of direct service to 
guests as they are entertained at the Iowa Events Center.  They are responsible for providing a safe environment 
for our guests and ensuring all service needs are met.  Guest Service Attendants will work in positions as needed 
including; usher, ticket taker, suite staff and door guards. 

 
ESSENTIAL JOB FUNCTIONS (including, but not limited to…): 
 

 Provide exceptional customer service and assistance to all guests 
 Greet and scan tickets as guests enter the building  
 Greet and usher guests to their seats.  
 Provide directional assistance to guests throughout facility 
 Control and monitor all access to all restricted areas for events 
 Provide a safe and secure environment for the Iowa Events Center 
 Report actual/suspected violations of IEC policies, procedures, rules or regulations to your supervisor.  
 Complete an incident report on a timely basis, as required 
 Ensure emergency exits are clear at all times, and assist guests with special needs exit safely 
 Act as a member of the emergency evacuation team by directing guests to emergency exits 
 Move around to various positions/locations as event needs  
 Hand out materials to guests as needed for events 
 Follow all event procedures and safety standards 
 Provide excellent customer service assistance to all clients  
 All other duties assigned by Guest Services Manager or Supervisor  

 
REQUIREMENTS:  
 

 High school diploma or equivalent preferred 
 Must have a demonstrated ability to function in a fast paced, high-pressure environment 
 Customer service experience and exceptional customer service, communication skills.   
 Comfortable working with the public with an outgoing and friendly personality  
 Ability to communicate clearly and concisely in the English language 
 Ability to work both independently and as part of team, remaining flexible in your role 
 Ability to work flexible schedule including long hours, nights, weekends and holidays. 
 Ability to work the majority of Arena events at the Iowa Events Center. 

 

INTELLECTUAL/SOCIAL, PHYSICAL DEMANDS AND WORK ENVIRONMENT: 

The intellectual/social, physical demands and work environment characteristics described here are representative of those 
that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  

Intellectual/Social demands:  

While performing duties of this job, the employee is frequently required to multi-task under time limits and in high pressure 
situations.  Position requires frequent attention to details and accuracy of specified standards including: following simple to 
complex (more than 3 steps) instructions, and concentration which frequently extends beyond 30 minutes at a time.  This 
position requires constant use of interpersonal skills with internal and external clients including: greeting, directing clients 
verbally and with visual cues towards various building locations. Position also requires being able to recognize and resolve 
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conflicts, by being able to openly communicate with clients and determine optimal solution to their concern.  Employee must 
frequently work both independently and as part of a team.   

 

Physical demands:  

While performing the duties of this job, the employee will frequently move about various areas of the buildings in the course 

of directing or escorting customers to their seats.  Employee must frequently communicate in-person and via in-house 

phones with supervisors to exchange information. Employee may occasionally be required due to business demands and  

event operations to lift and/or move up to 25 pounds.   
 

Work environment: 

The duties of this position are performed primarily indoors.  Constant exposure to a moderate loud environment and 
frequently to constantly communicating with guests in a loud environment.  Frequent to constant exposure to crowded 
workspaces and crowded events with thousands of guests in attendance.  The employee is occasionally exposed to 
weather conditions by entrances prevalent at the time of events, jackets are provided. 

 

This job description is subject to change. 

Spectra is an Equal Opportunity Employer.  Drug-Free Workplace 

 

I have read and understand the above job description.  I am also aware that these responsibilities may change from time to time with or without 
notice. 

                                       
                   
PRINTED: ______________________________________________________     DATE: ___________________ 
 
 
SIGNATURE: ____________________________________________________ 

 

 


