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Customer Relations Coordinator Job Description

	Title of Position:   Tahsis Recreation Centre Customer Relations Coordinator


	Title of immediate supervisor
Recreation Director

	Titles of positions reporting to the Customer Relations Coordinator
none

	Status (full time, part-time, temporary)


Casual, on-call, as needed

	Hours and salary
0-25 hours per week

$12.96/hour + 4% vacation pay



	Job summary
We are looking for a pleasant Customer Relations Coordinator to undertake all front desk and clerical duties. This position is the “face” of the Tahsis Recreation Centre for all visitors and is responsible creating a first impression.
The ideal candidate will have a friendly and easy going personality while also being very perceptive and disciplined. The successful candidate should be able to deal with complaints and give accurate information. A customer-oriented approach is essential.

The goal is to make guests and visitors feel comfortable and valued while using the facility premises.

	Essential Duties 
· Assists Recreation Director with promoting and marketing programs and events 
· Greets customers, provides in-person guidance and information, ensures the lobby area is well-maintained and records statistics

· Performs standard office data entry and word processing functions, and creates documents using Microsoft Word and Excel, e.g., creating graphs and charts from statistics. 

· Handles sales of services and concession items. 

· Assists Recreation Director  with updating facility and staff schedules

· Takes and records pool water test results.

· Provides quality customer service to facility patrons.

· Plans, organizes and coordinates daily assigned work such as developing community resources and upcoming programs

· Assists with set up for activities and events (as needed)

· Performs additional activities at the direction of the Recreation Director 


	Job Requirements (Skills and Qualifications)

· Grade 10 or currently enrolled in Secondary (High) School 
· Standard first aid certification 

· Satisfactory police information check

· Proficient in Microsoft Word, Excel and Outlook

· Clear written and verbal communication skills

· Experience in point of sale and cash handling

· Excellent interpersonal and communication skills

· Ability to work well independently and with others

· Ability to understand and carry out job related instructions




	Natural Demands of the Position

Interpersonal skills service

· Maintain a high level of service and courtesy towards the public. Answer incoming calls and emails in an efficient and courteous manner. Correctly and promptly relay messages and information

· Collaborate with other staff in a team environment and assist management and staff to maintain the efficient operation of the Recreation Centre. 

· Enforce facility rules fairly and diplomatically Financial Management

· Collect rental fees and documents

· Operate the cash register 
· Balance cash register and complete financial cash outs at the end of each shift
· Open and close the front desk
Technologically literate

· Performs photocopying and printing functions

· Produce notices and signs for programs
· Conduct basic internet research

· Post notices on social media sites

Physical effort
· Unload and restock concession supplies 

· Assist  lifeguards with first aid emergencies

· Maintain cleanliness of the facility desk and bowling area (this involves vacuuming, dusting and removing garbage) 
Safety

· Assist lifeguards in  emergency situations
· Respond  to minor first aid incidents

· Facilitate movement of public out of the buildings in a safe and orderly manner in case of a fire earthquake or other disaster
· Attend and participate in regular safety meetings and training sessions
Disagreeable conditions

· This position is responsible for basic maintenance duties and will therefore be exposed to cleaning agents and dust. 
· This position may be required to deal with difficult patrons. The incumbent is expected to be professional and polite at all times while enforcing the facility rules. 
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