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	TITLE:
	Bingo Floor Clerk
	JOB CODE:
	BFCL

	Business
	Non-Exempt
	PAY GRADE:
	6

	No Flex
	FUNDING SOURCE:
	NPD
	HO-CHUNK PREFERENCE


“All employees are subject to the Drug, Alcohol and Controlled Substance Policy.”
All employees will be required to attend orientation or training to attain knowledge of the history, culture and traditions of the Ho-Chunk Nation – Resolution 08-20-13K
POSITION OVERVIEW

Responsible for the daily activities of floor checking and calling, including but limited to new and repeat sales and cash transactions, providing excellent customer service, proper documentation, and following the appropriate procedures which ultimately enhances every interaction for our guests and employees; customer service is our top priority for both internal and external guests.
PERFORMANCE-BASED JOB FUNCTIONS AND OBJECTIVES
1. Receive, inspect and check all inventory issued by Inventory. Count all inventory issued.
2. Count money at beginning and end of the session.

3. Promote the sales of all extra cards and specials to bingo patrons within established procedures. 

4. Verify bingo’s from floor checkers to see if player has a valid bingo, conferring with supervisor in validating questionable bingos.
5. Verify and call back bingos to the caller by strict attention to the date and validation stamp.

6. Operate a Bingo Card Verifier accurately and have knowledge of verification code for each session. 

7. Perform other duties and responsibilities as assigned by supervisor.

JOB RESPONSIBILITY

	Job Reports to
	Sales Supervisor

	Leadership Accountability
	None

	Supervisory Accountability
	None

	Organizational Accountability
	None

	Financial Accountability
	None

	Customer Accountability
	Interfaces with outside customers. Interfaces with inside customers.

	Freedom to Act
	Subject to general input from supervisor. Subject to regular review by supervisor.


MINIMUM QUALIFICATIONS


EDUCATION:

1. Must have a high school diploma or GED.

ESSENTIAL:
1. Must be bondable.

2. Must be free of money related convictions. All casino employees will be subject to the Criminal and Background restrictions of the Ho-Chunk Nation.

EXPERIENCE:

1. One (1) year prior work experience. Keyboard skills are helpful.

2. One year steady, dependable work record; reliable transportation; neat appearance.

3. Experience in using math skills, with ability to make change rapidly and accurately, count and add accurately.
4. Ability to add, subtract, multiply and divide and learn to use an adding machine or calculator. 
KNOWLEDGE, SKILLS, ABILITIES REQUIRED

1. Take periodic inventory of cards and sheets issued and sold in relation to the operations game schedule.
2. Receive and distribute prize money from the cashier to the winning patron. 
3. Determine prize money to be awarded for each game according to the number of winning players and amount of prize.

4. Possess good voice projection and effective oral and written communication skills. 

5. Maintain an accurate accounting of assigned cash back.
WORK PLACE RESPONSIBILITY
1. Fill orders of cards ordered by bingo patrons within established procedures.
2. Calls numbers for bingo games and keeps proper time between numbers (20 seconds).
3. Demonstrate positive mental attitude and be willing to follow through on assigned task assignments.

4. Demonstrate salesmanship; congenial personality and ability to establish and maintain a courteous and friendly attitude toward the general public/customers.

5. Clean assigned work area, empty ash trays, and do general clean up during and at the conclusion of the session.

6. Maintain a caller’s receipt during the games and return signed receipt to the bank at the end of each session. 

7. Change bingo balls at intermission for each session.
WORKING CONDITIONS

1. Must be able to be out on the gaming hall floor for long periods of time. 

2. Must have the ability to accept supervisor’s suggestions and ready to accept job changes as needed.

3. Abide by and enforce bingo game rules. Announce upcoming events.

4. Establish and maintain rapport with the general public.

5. Possess aptitude for accepting increased job responsibilities, good safety standards and doing work without close supervision.
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