
Tolowa Dee-ni’ Nation/Lucky 7 Casino 
Position Description 

 
 

 
Title: Bingo Paymaster    Department: (20) Bingo 
Class: Skilled     FLSA: Non-Exempt 
Status: Part Time     Pay Grade:  II  
Supervisor: Bingo Supervisor   Subordinates: None   
Effective Date: Revised July 2014    
 
Position Summary: 
Accurately prepares starting banks for Cashier and Floor Runner. Prepares payouts for 
all Bingo games and accurately records all information on pay out sheets. 
 
Essential Duties and Responsibilities:  

 Responsible for the accuracy of Bingo payouts and properly filling out documents in 
ink on the Paymaster Summary, Impress Bank sheets and Bingo payout slips. 

 Completes a Paymaster Summary sheet at the end of the shift and returns 
remaining cash to the Cage. 

 Pays out all cash amounts for Bingo games. 

 Completes and records all payouts for all Bingo Games on payout slips. 

 Assist in the setup and breakdown of the Bingo Hall on Bingo Nights. 

 Provide excellent customer service. 

 All other duties as assigned by Supervisor. 

 Temporary or permanent duties and responsibilities may be added to, or modified as 
deemed necessary. 

 
Minimum Qualifications: 

 This position requires general knowledge of Bingo Operations and previous cash 
handling experience. 

 Customer service skills are required; teamwork approach, self-motivation and 
maintenance of confidentiality are expected on a daily basis. 

 Written and oral communications skills are required and attention to details is a 
must. 

 This position requires the ability to read, write and speak English. 

 High school diploma or general education degree (GED); or one to three months 
related experience and/or training or equivalent combination of education and 
experience. 

 Must submit to and pass a pre-employment drug and alcohol screen. 

 Qualified American Indian preference will apply. 
 
 
 
 



Language Skills: 
Must have the ability to read and interpret documents such as safety rules, operating 
and maintenance instructions and procedure manuals.  Have the ability to write routine 
reports and correspondence. 
 
Mathematical Skills: 
Need to have the ability to add and subtract, multiply, and divide in all units of measure, 
using whole numbers, common fractions, and decimals.  Ability to apply concepts such 
as fractions, percentages, ratios, and proportions. 
 
Reasoning Ability: 
Ability to apply common sense understanding to carry out instructions furnished in 
written, oral, or diagram form.  Ability to deal with problems involving several concrete 
variables in standardized situations. 
 
Certificates, Licenses, Registrations: 
Must be able to pass extensive background investigation for the issuance, and 
retention, of gaming license. 
 
Physical Demands: 
While performing the duties of this job, the employee is frequently required to stand 
walk and use hands to finger, handle, or feel. The employee is occasionally required to 
sit, reach with hands and arms, climb or balance, stoop, kneel, crouch, or crawl, talk 
and hear. The employee must occasionally lift and/or move up to 50 pounds.  
 
Vision Requirements: 

 Close vision (clear vision at 20 inches or less). 

 Distance vision (clear vision at 20 feet or more). 

 Color vision (ability to identify and distinguish color). 

 Peripheral vision (ability to observe and area that can be seen up and down or to 
the left and right while eyes are fixed on a given point) 

 Ability to adjust focus (ability to adjust the eye to bring an object into sharp focus) 
 
Work Environment: 
The work environment characteristics described here are representative of those that 
must be met by an employee encounters while performing the essential functions of this 
job. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions.  Moderate noise (examples: business office with 
computers and printer, light traffic) 
 
 
Employee’s Signature:                Date:  _   
 
 
 
Supervisor’s Signature:                         Date:     



 
 
 


