PART T DEPARTMENT OF PERSONNEL SERVICES 1.931
STATE OF HAWATII

Class Specifications
for the Class:

ATRPORT BAGGAGE ATTENDANT T

Duties Summary:

Provides baggage storage and locker services; provides lost
and found services; replaces and adjusts locker locks; and
performs other duties as required.

Distinguishing Characteristics:

A position in this class independently provides baggage
storage and locker services and lost and found services at the
State's major airport. Significant personal contact is involved
with the public requiring tact in explaining charges and
procedures and answering queries.

Positions in this class work on a shift basis to provide
services 7 days a week, 24 hours a day. Consequently, the
immediate supervisor, who generally works on the day shift, is
frequently not readily available; therefore, positions in this
class exercise considerable independence of action in providing
services to the public.

Examples of Duties:

Checks baggage prior to acceptance for damages; makes
customer aware of damage; attaches memo to note damage; verifies
customer identification; accepts baggage for temporary storage
and issues claim checks; explains charges and procedures; places
baggage on storage racks and shifts when necessary for
convenient, more efficient storage; issues keys for lockers and
collects deposits; calculates fees, collects fees, and makes
change; totals receipts for the shift and verifies with cash
collected; posts transactions on log books and other records
maintained, processes lost claim check actions by assuring proper
identification and filling out form; answers queries of public
and deals tactfully with customers; records items found and
required data on log books; upon satisfactory identification of a
specific item by a claimant, prepares the property receipt form
and issues item to claimant; prepares routine correspondence
regarding lost and found items or provides business office with
the required information; prepares identification cards and
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inventory lists of found items; makes mailing cost estimates so
that owners may be informed of charges; packages articles for
mailing; disposes of items when appropriate; voids unclaimed
traveler checks and deposits for mailing; forwards magazines,
books, periodicals, and glasses to non-profit organizations;
checks baggage lockers, removes forgotten keys, removes baggage
when necessary, installs plugs in overdue lockers; replaces,
repairs, and adjusts lock units; assists customer when locker
door i1s jammed or coin is stuck; may serve as senior worker on a
shift.

Knowledge and Abilities Required:

Knowledge of: Arithmetic, operation of standard office
appliance and equipment; and office practices and procedures.

Ability to: Clearly convey information orally and in
writing; deal tactfully and courteously with others; learn and
apply pertinent rules, regulations, policies and procedures; make
cash collections and payments; prepare simple letters; operate
standard office appliances; compare words and numbers quickly and
accurately; regularly perform heavy lifting (45 lbs. or more);
and learn to replace and adjust lock mechanisms.

This is the first specification for the new class AIRPORT
BAGGAGE ATTENDANT TI.

DATE APPROVED: 11/28/77 /s/ Wayne Yamasaki
for DONALD BOTELHO
Director of Personnel Services
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