

MORALE, WELFARE AND RECREATION DEPARTMENT
NAVAL STATION ANYWHERE
MWRSOP ####

DATE                                              

MORALE, WELFARE AND RECREATION DEPARTMENT STANDARD OPERATING
PROCEDURES ####
Subj:  BOWLING CENTER RECREATION AIDES JOB DUTIES

1.
Purpose.  To establish guidelines and policies for the MWR Bowling Center employees.

2.
Scope.  Bowling Center Recreation Aides.

3.
Procedures.

a.
Upon entry of the building, make a visual inspection for missing or out of place property.

b.
Ensure the entire Bowling Center is clean and orderly.

c.
Turn on all equipment and check for proper operation.

d.
If no maintenance person is on duty, prepare lanes for the day’s operation by using lint drag and lane conditioner.

e.
Count and sign for the change fund and prepare the register for the day’s use. Change fund for the morning shift is $400.00 and for the evening it is $400.00.

f.
Open doors and service customers in a courteous and prompt manner.

g.
Keep the resale area neat and orderly.

h.
Observe the game room and ensure that it stays neat and orderly.

i.
Make periodic checks of restrooms. They should be clean and stocked with paper towels, toilet paper, and hand soap at all times.

j.
Ensure that only authorized personnel use the bowling center by checking identification.

k.
Observe patrons for proper dress code, if not properly attired, ask them to comply with the dress code as stated in reference (a).

l.  If no maintenance person is available, be able to handle any minor problem with the AMF machines (pin jams, ball return, off spot pins, etc.).

m.  When business is slow and the area is clean and neat, study the BCC manual so when a problem arises with the Magic Score units you ca resolve it quickly.

n.  Make certain the ring out was made for previous shift on the register.

o.  Properly fill out a DAR at the end of your shift.  An example can be found in black instruction notebook next to BCC.

p.  Make sure the building is secure before leaving on the evening shift (door locked, lights out, all machines off, etc.).

q.  Report leaving the building at closing by calling the BASE Fire Department to let them know it is secured.  Check the snack bar door (outside). If it is unlocked, call the Manager.
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