
Columbia “Ice” Skate Park 

Job Descriptions 

 

I.  Ice Rink Schedule and Hours of Operation 

A. Winter, Spring and Fall  
1. Open five days a week: Thursday through Monday 
2. Weekday skating sessions: 4:15 pm, 6:00 pm, 7:45 pm 
3. Weekend skating sessions: 11:00 am, 12:45 pm, 2:30 pm, 4:15 pm,  
    6:00 pm, 7:45 pm 

 
 B. Summer 
  1. Open seven days a week 

2. Skating sessions: 11:00 am, 12:45 pm, 2:30 pm, 4:15 pm,  
    6:00 pm, 7:45 pm 

 
 
 C. Holidays 
  1. Open all holidays except Christmas and Thanksgiving 

2. May be open seven days a week when holidays fall on a Monday 
    or Friday 
3. Skating sessions: 11:00 am, 12:45 pm, 2:30 pm, 4:15 pm, 6:00 pm,  
    7:45 pm 

 
 D. School Breaks 

1. Open seven days a week when Tuolumne County schools are on    
    Winter and Spring break 
2. Skating sessions: 11:00 am, 12:45 pm, 2:30 pm, 4:15 pm,  
    6:00 pm, 7:45 pm 

 
II. Skating Fee and Skate Rental 
 

A. $15 per person for one hour on the ice. Includes skate rental.  
B. Miscellaneous rentals: Skating Buddies, double blade skates, helmets, 

hockey equipment.  
 
III.  Staff – Must wear staff vest. 
 

A. Managers: Full time starting at $19.00 an hour. 
 
      1. Position Overview: Responsibilities include overseeing all synthetic ice- 



rink operations; managing a team of full-time and part-time staff; 
operating, monitoring and managing the synthetic ice surfacing 
equipment; maintaining the rink, skate changing area, parking lots, and 
Skate Rental Shop, including the overall safety and security of the rink; 
preparing for rental groups; and overseeing the Skate Rental Shop.  

 
2. Principal Duties and Responsibilities (Essential Functions):  

 Applicants must also be available to work shifts between the hours 
of 10 am to 10 pm. Hours vary. Must be available nights, weekends 
and holidays, except Thanksgiving and Christmas.  

 Share an on-call schedule with Assistant Rink Manager. 
 Communicate with co-workers in a positive and respectful manner  
 Able to work in a diverse environment, as visitors and their families 

come from a variety of cultures.  
 

3. Ice Rink Maintenance:  
 Schedule synthetic ice cleaning maintenance. 
 Assess rink surface quality 
 Asses both rink and skate changing area ground levels for sand 

repacking when needed.  
 Manage synthetic ice rink installation and removal for sand 

repacking if needed. 
 Manage/maintain all critical systems including the synthetic ice 

cleaning machine, the skate sharpening machine, the Point-of-Sale 
System, etc. 

 Operate synthetic ice cleaning machine as part of regular shifts, 
weekly general cleaning, and monthly major maintenance.  

 Cover the rink at night and uncover in the morning.  
 

4. General Facility Maintenance:  
 Supervise and implement the offseason cleaning and maintenance 

program for the ice rink  
 Oversee and support building maintenance, including daily upkeep 

and long-term projects  
 Be responsible for the safety and security of the rink and skate 

rental shop   
 Set-up and clean-up for rink sessions and events; it is a key 

component of this position that the building interior and outside 
areas be kept clean and attractive 

 Oversee the work of all outside contractors and notify Columbia 
Chamber of Commerce (CCOC) of their activity 

 Develop, maintain and report all required environmental, health and 
maintenance standards as required by law and work with the 
CCOC to ensure compliance with all regional, state and federal 
regulations as they impact the rink operation  



 Develop and maintain a running log for cleaning and mechanical 
systems  

 Prepare purchase orders for necessary Rink and Skate Rental 
Shop supplies  

 
5. Staff Management  

 Hire, train and oversee all full-time and part-time staff and work 
schedules 

 Ensure that staff are following all safety procedures  
 Assign shifts to ensure coverage during all hours of operation  
 Perform seasonal evaluations of all employees  

 
6. Skate Rental Shop  

 Oversee the skate shop operation including skate sharpening, 
inventory ordering and management, and staffing 

 Check daily reservation emails and log onto daily master list to 
confirm availability of skate sizes and parking space. Return an 
email or contact customer with reservation confirmation or if their 
reservation needs to be reassigned to another time slot or 
canceled.  

 Operate the Point-of-Sales register, receive skating session and ice 
skate rental fee, receive Liability Waiver form, receive a driver’s 
license to hold the skates, and disperse change as necessary.  

 Manage the skating fees and skate rentals  
 Deliver cash receipts, deposits and reports on a weekly basis to 

CCOC  
 Prepare and maintain changing area for ice skaters  
 Maintain positive relationships with customers  
 Ensure rentals remain on schedule  
 Perform with minimal supervision  
 

 B.  Assistant Managers: Part time to full time starting at $17.00 
 

1. General Responsibilities:  
 Evaluate rink needs to utilize staff productivity, especially during 

slower times  
 Maintains open communication with staff to ensure all are up-to-

date on the most recent procedures and policies, utilize conflict 
resolution skills  

 Check daily reservation emails and log onto daily master list to 
confirm availability of skate sizes and parking space. Return an 
email or contact customer with reservation confirmation or if their 
reservation needs to be reassigned to another time slot or 
canceled.  



 Operate the Point-of-Sales register, receive skating session and ice 
skate rental fee, receive Liability Waiver form, receive a driver’s 
license to hold the skates, and disperse change as necessary.  

 Provide the appropriate skate size to customer.  
 Sanitize rented skates upon return and place in proper location 

according to size.  
 Ensure skates are properly sharpened after returned.  
 Accurately count, verify, and report all amounts of money received. 

Responsible for securing daily deposit in the safe and dropping 
weekly deposit to the bank. 

 Fill out incident reports thoroughly and/or verify reports are made 
out thoroughly by staff  

 Responsible for opening and closing the facility  
 

2. Facility Operations:  
 Ensure excellent quality of synthetic ice surface and skates at all 

times. Assist the manager with the general maintenance of rink and 
Skate Rental Shop.   

 Ensure operations equipment are in good working order at all times  
 Ensure emergency first aid supplies are available.  
 Monitor building security, maintenance and custodial duties though 

out the day to ensure a clean, sanitary and safe environment  
 Perform routine daily ice maintenance procedures and fill out daily 

log  
 Able to assess synthetic ice surface and operate synthetic ice 

cleaning machine for proper maintenance or grooming  
 

3. Customer Service:  
 Offers excellent customer service to all visitors; maintains public 

relations and visitor satisfaction  
 Create a welcoming atmosphere through a high level of customer 

service and care of physical environment  
 Enforces policies and rules to ensure the safety of all guests, 

intervening in situations related to public safety as necessary 
 

C. Associates: Part time starting at $16.00 
   

1. General Responsibilities:  
 Check daily reservation emails and log onto daily master list to 

confirm availability of skate sizes and parking space. Return an 
email or contact customer with reservation confirmation or if their 
reservation needs to be reassigned to another time slot or 
canceled.  



 Operate the Point-of-Sales register, receive skating session and ice 
skate rental fee, receive Liability Waiver form, receive a driver’s 
license to hold the skates, and disperse change as necessary.  

 Provide the appropriate skate size to customer.  
 Sanitize rented skates upon return and place in proper location 

according to size.  
 Ensure skates are properly sharpened after returned.  
 Accurately count, verify, and report all amounts of money received. 

Responsible for securing daily deposit in the safe and dropping 
weekly deposit to the bank. 

 Fill out incident reports thoroughly and/or verify reports are made 
out thoroughly by staff  

 Responsible for opening and closing the facility  
 

2. Facility Operations:  
 Ensure excellent quality of synthetic ice surface and skates at all 

times. Assist the manager and assistant manager with the general 
maintenance of the rink and Skate Rental Shop.   

 Ensure operations equipment are in good working order at all times  
 Ensure emergency first aid supplies are available.  
 Monitor building security, maintenance and custodial duties though 

out the day to ensure a clean, sanitary and safe environment  
 Perform routine daily ice maintenance procedures and fill out daily 

log  
 Able to assess synthetic ice surface and operate synthetic ice 

cleaning machine for proper maintenance or grooming  
 

3. Customer Service:  
 Offers excellent customer service to all visitors; maintains public 

relations and visitor satisfaction  
 Create a welcoming atmosphere through a high level of customer 

service and care of physical environment  
 Enforces policies and rules to ensure the safety of all guests, 

intervening in situations related to public safety as necessary 
 


