Bullwhackers

Job Description







DATE: June 1994

JOB TITLE:  Wardrobe Attendant


DIVISION: Human Resources


JOB CODE:   711010



DEPARTMENT: Wardrobe
FLSA: Non-exempt 

GRADE:  NO

LOCATION: Facilities

POSITION REPORTS TO:  HRIS Administrator/Supervisor
SUMMARY:
To perform fittings, alterations, and issue costumes to CAST MEMBERS.                  To monitor and maintain all costumes, as directed, to ensure that CAST MEMBERS present a positive company image to all GUESTS.  To coordinate wardrobe operations with vendors, as directed.  To maintain inventory controls.  To perform responsibilities in compliance with the Colorado Limited Gaming Act.  

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES :

1.
Within the realm of the responsibility of the job, maintains a clean and safe work environment.  Performs duties in compliance with safety procedures, which includes use of safety equipment.  Incumbents are responsible for following safety procedures, identifying unsafe practices or conditions and informing their supervisor or the Safety Committee of unsafe conditions, as directed.

2.
Performs fittings, alterations, and issues costumes to CAST MEMBERS.

3.
Monitors and maintains all costumes, as directed, to ensure that CAST MEMBERS present a positive company image to all GUESTS.

4.
Promotes a positive image and the goodwill of the company in all customer service activities.

5.
Coordinates wardrobe operations with vendors, as directed, and negotiates for the best possible price and service.  Maintains effective and diplomatic relationships with all vendors.  Works with vendors to resolve the delivery of incorrect or lost stock items.

6.
Maintains inventory controls, including recycling and salvaging of existing stock.  Orders new stock as needed to replace inventory and make recommendations on replacement of stock.  Acts to reduce expenses by securing the maximum use out of each costume.

7.
Works with cleaning vendors for laundry services.  Reconciles stock receipts/tickets of laundry received/picked-up.

8.
Performs all responsibilities in compliance with the Colorado Limited Gaming Act, and company policies and procedures.

9.
Complies with established security policies and procedures.

10.
Ensures for the proper maintenance of all alteration and tailoring equipment and supplies. 

11.
Coordinates the handling of lost or damaged wardrobe items with CAST MEMBERS.  Informs CAST MEMBERS of wardrobe policies and procedures.

12.
Maintains a general awareness of company-wide costuming needs and keeps supervisor informed of any concerns.

13.
Performs other duties, including special projects, as needed and directed.

JOB CODE:   711010
DATE CREATED/REVISED: June 1994


JOB TITLE:  Wardrobe Attendant


QUALIFICATION REQUIREMENTS: Demonstrated experience performing alterations and tailoring, preferably with strong seamstress skills to include sergers, blind stitch and power machines, and hemmers.  Demonstrated experience performing within specific deadlines or under pressure.  Demonstrated  experience problem solving, and organizing and prioritizing work.  Demonstrated working knowledge of inventory management and control.

EDUCATION AND/OR EXPERIENCE: Graduation from high school.  One (1) or more years of recent and related  experience performing alterations and tailoring.
LANGUAGE SKILLS: Demonstrated effective and diplomatic oral and written communication skills using English. 

REASONING ABILITY: Decisions are limited to within the scope of essential duties.
CERTIFICATES, LICENSES, REGISTRATIONS:  A valid Colorado Driver's License.

OTHER SKILLS/ABILITIES: Strong verbal communication skills, including experience handling difficult alterations and tailoring.  

PHYSICAL DEMANDS:  Essential duties involve sitting while completing paperwork or using a power sewing machine, irons, shears, or computer; and occasional kneeling, squatting, bending, walking and crouching/stooping in order to perform duties.  Essential duties require lifting up to 30 pounds to stack, store or move general office supplies and equipment.  Essential duties involve a standard work week with additional hours routinely required.

WORK ENVIRONMENT:  Essential duties involve working in an inside office environment, which includes occasional travel by car or bus to casinos which contain loud, smoke-filled environment.  Occasional outside travel to or from multiple work locations.

MATERIALS AND EQUIPMENT DIRECTLY USED:  Materials and equipment used for alterations and tailoring include power sewing machines, irons, shears, razor blades, sergers, blind stitch machines, and needles.  General office supplies and equipment, include telephones, pagers, photocopiers, calculators, computers, staplers and tape.

Prepared by: 
______________________    Date: _______________________

