
Job Opportunity 
 

Darien Parks and Recreation Office  
Seasonal Front Desk Clerical 

(2023 Summer Season) 
 

The Darien Parks & Recreation Department is seeking qualified candidates to fill the position of  

Seasonal Front Desk Clerical employee. 

 

Location:   Parks and Recreation Department 

2 Renshaw Rd, Darien, CT 
 

Hours: 8:00 a.m. to 5:15 p.m., Monday – Thursday (up to 35 hours per week) 

April 3, 2023 through August 17, 2023  
 

Compensation: $16 per hour 
 

Closing Date: Open Until Filled 
 

Duties include direct contact with the public, answering phones, processing beach sticker sales, program 

registrations, copying and general office work. Assists with program preparation including possible event/site 

set up, program delivery support and working on various program related duties. 

 

Minimum Qualifications:  

 Previous experience working with the general public. 

 High level of communication skills, oral and written. 

 Ability to multitask between program registration, customer service and taking phone calls/relaying 

messages. 

 Experience in software applications such as but not limited to: Windows, Microsoft Outlook, Excel & 

Word. 

 Ability to be trained and operate software such as but not limited to activity registrations, facility 

reservation, and point of sale. 

 

Application Procedure 
Applications (available www.darienct.gov, HR Dept. page) may be emailed to kdunn@darienct.gov (Reference 

“Seasonal Front Desk Clerical” in the subject line) or mailed to Ms. Karen Dunn, Human Resources 

Department, Town of Darien, 2 Renshaw Road, Darien, CT 06820.   

 
 

The Town of Darien is an equal opportunity employer and does not discriminate on the basis of race, color, religious 

creed, age, gender, gender identity or expression, national origin, marital status, ancestry, present or past history of 

intellectual disability, learning disability or physical disability, veteran status, sexual orientation, genetic information or 

criminal record. In compliance with the Americans with Disabilities Act, the Town will provide reasonable 

accommodations to qualified individuals with disabilities and encourages both prospective and current employees to 

discuss potential accommodations with the Town when necessary. 

http://www.darientct.gov/
mailto:kdunn@darientct.gov

