
  

 
 

Burgess Junction Visitor Center Manager      TT/6 

Sheridan County Travel & Tourism 
 

The City of Sheridan’s core values are what define us both as individuals and as a collective group of people.  

We’ve selected these five values to emphasize the leadership role that every employee has in working as part of 

a team of teams, whether those teams are in another department within the City or at the County, State, or 

National level.  These values are paramount to meeting the mission of the City.  The values are Make a 

Difference, Take Initiative, Build Trust, Show Optimism, and Promote Teamwork. 

 
JOB SUMMARY 

 

This position is responsible for operating the Burgess Junction Visitor Center under the direction of the 

Sheridan County Travel & Tourism Executive Director, in partnership with the US Forest Service. 

 

MAJOR DUTIES 

 

• Manage SCTT operations at the Burgess Junction Visitor Center. 

o Maintain open hours to serve the traveling public 

o Answer telephone and greet visitors; provide information and assistance 

o Provide travel information to the public 

o Manage sale of travel resources and items on behalf of SCTT 

 

• The Burgess Junction Visitor Center Specialist is a key, front-line representative for Sheridan Travel 

& Tourism who provides exemplary customer service to external and internal visitors.  

 

  

KNOWLEDGE REQUIRED BY THE POSITION 

 

• Knowledge of modern office administration practices and procedures. 

• Knowledge of modern office equipment. 

• Knowledge of department and city policies and procedures. 

• Knowledge of computers and job-related software programs. 

• Skill in the maintenance of files and records. 

• Skill in planning, organization, and decision making. 

• Skill in the provision of customer services. 

• Skill in oral and written communication. 

 

SUPERVISORY CONTROLS 

 

The Executive Director assigns work in terms of general instructions.  The supervisor spot-checks 

completed work for compliance with procedures, accuracy, and the nature and propriety of the final 

results. 
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GUIDELINES 

 

Guidelines include City and department policies and procedures, and supervisory instructions These 

guidelines are generally clear and specific but may require some interpretation in application. 

 

COMPLEXITY/SCOPE OF WORK 

 

• The work consists of related administrative and secretarial duties.  Frequent interruptions contribute 

to the complexity of the position. 

• The purpose of this position is to provide administrative support to the department.  Successful 

performance contributes to the efficiency and effectiveness of department operations. 

 

CONTACTS 

  

• Contacts are typically with co-workers, city personnel, vendors, contractors, and the general public. 

• Contacts are typically to give or exchange information, resolve problems, and provide services. 

 

PHYSICAL DEMANDS/ WORK ENVIRONMENT 

 

• The work is typically performed while sitting at a desk or table or while intermittently sitting, 

standing or stooping. The employee occasionally lifts light and heavy objects. 

• The work is typically performed in an office. 

 

SUPERVISORY AND MANAGEMENT RESPONSIBILITY 

 

• Under the direction of the Executive Director, the employee is responsible for managing day-to-day 

operations at the Burgess Junction Visitor Center. 

 

 

MINIMUM QUALIFICATIONS 

 

• Knowledge and level of competency commonly associated with completion of specialized training in 

the field of work, in addition to basic skills commonly associated with completion of high school or 

equivalent. 

 

• Sufficient experience to understand the basic principles relevant to the major duties of the position, 

usually associated with the completion of an apprenticeship/internship or having had a similar 

position for one to two years. 

 

The City of Sheridan is an at-will employer.  This means that either party – the employee or the employer 

– may end employment at any time, with or without cause, with or without notice.  All the terms, 

conditions and benefits of employment with the City are subject to change at any time, with or without 

notice, at the discretion of the City. 

 

 

 

 

 


