
 

Customer Service Assistant 

Job Title: Customer Service Assistant  
Department: Administration 
Reports To: Operation Coordinator 
FLSA Status: Part-time, non-exempt 
Pay Range: $14 - $16 an hour DOE 
 
Lakewold Gardens is dedicated to providing exceptional music and art experiences for all guests 
in its beautiful garden setting. We seek an individual to work with colleagues in various 
departments to create systems to support operations and identify areas where improvements 
can be made while deploying resources to ensure efficiency and the best possible visitor 
experience.  
 
Mission: Lakewold Gardens provides intentional encounters with the life-changing power of 
nature, fostering peace, creativity, and healing in our communities.  
 
Vision: A world where people flourish in harmony with nature.  
 
Our Purpose: 
· Connect to our diverse communities.  
· Grow access to the Gardens.  
· Heal through nature, music, and art.  
 



I. Position Summary 

Lakewold Gardens is looking for an eager and enthusiastic individual to join our team as a 
general assistant. This position is part-time. 

II. Our ideal candidate will have, 
• Good time management, prioritization, and multitasking abilities.  
• Effective communication, including speaking, writing and active listening. 
• Ability to give and receive feedback and constructive criticism from a variety of 

channels. 
• Data entry skills. 
• Attention to detail.   
• Retail experience. 

III. Responsibilities 
• Work rentals and Wagner House activities to ensure the wellbeing of the grounds 

and guests.   
• Organize required room and equipment setup. 
• Works late evenings and weekends as required by rental bookings.  
• Perform administrative duties as assigned.  
• General cleaning of the Wagner House. 
• Assist gift shop with sales and customer service. 
• Other duties as assigned.  

IV. Equity and Inclusion 

Demonstrate the initiative to learn and enhance skills that promote anti-racism, cultural 
competency, and an understanding of oppression and its impact. 
  
Participate in intentional learning efforts, including events relating to understanding 
institutional racism and building cultural competency.  
 

Peak Performer Commitments 
• We care about our vision and know we are making a difference through our work.  
• We value individual contribution and the power of team.  
• We build relationships that drive desired results.  

 
V.  Essential Physical Skills & Environmental Conditions  
 
This position requires frequent sitting, standing and occasional walking; lifting 30 pounds or 
more; manual dexterity to operate phones, computers, and other office equipment; strong 
command of the English language with the ability to be understood.  

  



Generally, in an office environment with occasional visits to external environments. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions of the position.  

Disclaimer: 

This job description is not to be construed as an exhaustive list of all responsibilities, duties, and 
skills required of this position. All Lakewold Gardens employees may be required to perform 
duties outside of their normal responsibilities from time to time, as needed, to meet the ongoing 
needs of the organization.  

To apply: Send cover letter with three references and resume to khayner@lakewoldgardens.org




