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EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER 

REPORTS TO: MHA Interpretive Center 
Director 

FLSA STATUS: FT Regular 

DEPARTMENT: MHA Interpretive Center 
SALARY: $18.00 
CLASSIFICATION: Non-Exempt 

LOCATION: New Town, ND  
OPENING DATE:  
CLOSING DATE:  

 

POSITION SUMMARY: Events such as conferences, meetings, weddings, etc., will serve 
where needed during events. These occasions where a lot of people gather for different 
purposes should be well planned and coordinated so that there is no inconvenience for the 
guests. The role of an event staff comes into existence here. His/her responsibility is to make 
sure that the event is proceeding properly at their assigned workstation. The Event Staff must 
help set up the event to serve and cleanup.  Event/Admin will ensure the sole of the event and 
is completely responsible for the success of the event. Unloading equipment from trucks and 
setting up venues for events, including chairs and building stages. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

• Performing cleaning duties such as sweeping, mopping, etc.  
• Lifting trays, glasses, and plates in a professional manner.  
• Greeting the guests with a smiling face.  
• Escorting the guests to their table.  
• Helping during the rush hours.  
• Cleaning spills and messes in the dining and kitchen area.  
• Making sure the inventory is well stocked.  
• Handling customer complaints and needs.  
• Emptying dustbins at the end of your shift.  
• Taking all the used dishes to the dishwashing area.  
• Setting tables with clean linen, napkins, and tableware.  
• Reporting the Manager in case of any mishaps in the Kitchen.  
• Offering an excellent customer service and customer satisfaction.  
• Making sure the Kitchen stations are clean all the time.  
• Adhering to all the food sanitation and hygiene guidelines.  
• Escorting the guests to their table.   
• Providing and explaining the food menu to the guests.   
• Taking orders from the guests.   
• Recommending dishes based on their preferences.   
• Making sure the table is clean and tidy.   
• Ensuring the food is served in a timely manner.   
• Ensuring the quality and presentation of the food before serving.   
• Attending the tables as and when requested.   
• Handling the customers complaints and issues.   
• Offering excellent customer service and customer satisfaction.   
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• Working in collaboration with the team members.   
• Maintaining a clean and safe working environment.   
• Adhering to food, sanitation, and safety standards.   
• Accepting payments from the customers.   
• Handling any special requests made by the customers.   
• And other duties as assigned. 

 
NOTE: The duties listed are not intended to be all-inclusive.  Duties assigned to 
any individual employee are at the discretion of the appointing authority. 
 
SUPERVISORY REQUIREMENTS: 
• The requirement for managing others does not exist. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
  
• Should have ability to understand the context of the event and the type of guests supposed 

to attend a particular event  
• Enthusiastic and should possess ability to create motivation amongst the employees  
• Should be goal oriented and should strive to complete the assigned project on time  
• Ability to handle stress and work extra hours if necessary  
• Must possess some computer skills and be trained in the point-of-sale system.   
• Must have good communication skills.  
 
MINIMUM QUALIFICATIONS AND EDUCATION:  

• Must 18 yrs old and able to work events.  
• High School Diploma or GED preferred. 
• Valid Driver’s License REQUIRED. 

 
 
WORKING CONDITIONS:  

• MHA Interpretive Center, unless otherwise properly approved, the normal schedule of 
hours is from 8:00 a.m. to 12:00 noon, and from 12:30 p.m. to 4:30 p.m. Deviation from 
the normal schedule may be required for certain programs. 

• The work environment and working conditions described here are representative of 
those that are typical of the job and 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. 

• Typically performed in an office environment under usual office working conditions. 
• Ability to lift up to 25lbs. 
• Ability to travel up to 25% of the time. 
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Note: The statements herein are intended to describe the general nature and level of work being performed by 
employees and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of 
personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at 
the discretion of the employer. 
 
Preference will be given to bona fide American Indian applicants in accordance with TAT policies and Federal 
Indian regulations for such preference.  
 
THE MANDAN, HIDATSA, ARIKARA TRIBES DOES NOT DISCRIMINATE ON THE BASIS OF RACE, 
COLOR, NATIONAL ORIGIN, SEX, RELIGIOUS PREFERENCE, AGE, HANDICAP, MARITAL 
STATUS, POLITICAL PREFERENCE, GENETICS, OR MEMBERSHIP OR NON-MEMBERSHIP IN AN 
EMPLOYEE ORGANIZATION, EXCEPT AS ALLOWED BY THE INDIAN PREFERENCE PROVISION 
OF THE CIVIL RIGHTS ACT OF 1964, AS AMENDED AND NORTH DAKOTA HUMAN RIGHTS ACT. 
 
PERSONS OF INDIAN ANCESTRY WHO WISH TO CLAIM INDIAN PREFERENCE SHOULD SUBMIT 
A COPY OF THEIR TRIBAL ENROLLMENT CERTIFICATE INDICATING THE AGENCY 
ENROLLED. 
 
All interested individuals must submit the following information: 

1. Job Application 
2. Diplomas/Certificates and Transcripts 
3. 2 Forms of Identification: Driver License and/or State Issued ID and 1 Other 
4. Indian or Veteran Preference documents (If applicable) 

 
Submit all necessary information to Recruitment@mhanation.com 
 
Supervisor Signature: ______________________________________Date: _________________ 
 
Employee Signature: ______________________________________ Date: _________________ 
 
 
 
 
 


