Town of Lake Park

JOB DESCRIPTION

To perform this job successfully, an individual must be able to perform the essential job functions satisfactorily.
Reasonable accommodations may be made to enable individuals with disabilities to perform the primary job
functions herein described. Since every duty associated with this position may not be described herein, employees
may be required to perform duties not specifically spelled out in the job description, but which may be reasonably
considered to be incidental in the performing of their duties just as though they were actually written out in this job
description.

Position: Dock Attendant
Department: Marina
Pay Grade: 30
Salary Range: $19.47-31.16
FLSA Status: Non-Exempt
JOB SUMMARY

Under the general supervision of the Marina Director and/or Dockmaster, the position of Dock
Attendant performs required marina-related work in the operation of the Lake Park Harbor
Marina. This position performs minor repair work and maintenance-related tasks on Marina
property, assists in providing safe and pleasant conditions for Marina visitors, and ensures that
dockage and boat ramp fees are collected and accounted for on a daily basis.

ESSENTIAL JOB FUNCTIONS

e Operate the Marina Dockwa software program for vessel reservations, point of sale
transactions, billing, contracts, arrivals, departures, and daily reconciliation of revenues.

e Provide excellent customer service while collecting boat ramp and dockage fees, issuing
docking and parking permits for the boat ramp, and maintaining related records.

e Check boat arrivals daily for inventory purposes and to ensure that they are secure and in
proper conditions.

e Assists with docking boats.

e Maintain inventory in ship store and boat ramp office and reorder any merchandise, bait,
or supplies as needed.

e Operate a boat for clean-up of litter and debris throughout the Marina harbor and for
other assigned maintenance tasks as needed.

e Perform general maintenance and cleaning of marinas, docks, and facilities in accordance
with environmental and OSHA regulations such as pressure washing, dispensing fuel,
trash removal, minor equipment repair, and cleaning restrooms.

e Assist the Marina Director and/or Dockmaster in the general operation of the Marina
office including tasks such as programming fuel and dockage rates, filling out work orders,
stocking supplies for the cleaning service, and checking restrooms.

e Performs other related job duties as assigned. ~ Approved pursuant to Administrative

Policy No. 20-002
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QUALIFICATIONS

Education and Experience:

High school diploma or equivalent required
Minimum of one (1) year of related experience

Special Qualifications:

Must have a valid Florida Driver’s License

Knowledge, Skills and Abilities:

Knowledge of working with Dockmaster software, P.O.S software, Payware (Passport
Parking App) software, Worldpay and Outlook software emails and Pneumcator TMS
3000 fuel reading.

Knowledge of LOA: Length, Beam, Draft in placing vessels in proper berth.
Knowledge type of Hulls and Engines, drives outboard, inboard, stern drive.
Knowledge of nautical terms Starboard, Port, Bow, and Stern in addition cleat line in
berth slips and fuel docks.

Your ability to tie dock lines in high winds and high currents consult your tide tables.
Knowledge of plugging in shore power 30 and 50 amps properly to outlets and knowing
to turn on and off in electric box.

Knowledge of using VHF Marina Radio communication with customers.

Knowledge of computers including Microsoft Outlook

Knowledge of marina facilities

Knowledge of security and safety precautions

Knowledge of motor boat operation, docking, and casting off

Knowledge of the rules and regulations of docking facilities

Ability to maintain simple records

Ability to perform general maintenance and repair tasks

Ability to understand and follow oral and written instructions

Ability to establish and maintain effective working relationships with other employees
and the public

Ability to swim

PHYSICAL DEMANDS

The work requires lifting or carrying moderately heavy items (20-50 pounds) items as well as
operating vehicles and shop equipment. Additionally, the following physical abilities are required:
balancing, climbing, crawling, crouching, feeling, fingering, grasping, handling, hearing, kneeling,
lifting, mental acuity, pushing, pulling, reaching, repetitive action, speaking, standing, stooping,
talking, visual acuity, and walking.

WORK ENVIRONMENT

Work is performed primarily outdoors on the dock. Tasks may require frequent exposure to
adverse environment conditions.
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The Town provides equal employment opportunities (EEO) to all employees and applicants for
employment without regard to race, color, religion, gender/sex, age, national origin, disability,
veteran status, sexual orientation, gender identity or expression, pregnancy, marital status,
military status, genetic information or any other legally protected status. This philosophy
applies to all terms and conditions of employment, including but not limited to hiring,
placement, promotion, termination, recall, transfer, leave of absence, compensation and
training.

How to Apply:

Please submit employment application to the Human Resources Department at:
humanresources@Ilakeparkflorida.gov

Lake Park Town Hall

535 Park Avenue

Lake Park, Florida 33403

Applications can be downloaded from the Town’s website at www.lakeparkflorida.gov.

Important: All applicants are subject to a criminal background check.
For more information, contact (561) 881-3300.

The Town of Lake Park is an Equal Opportunity Employer. A copy of the Town’s EEOP Utilization
Report is available upon request.
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