
 

 

 Casual Posting  
 

 
Northern Sport Centre (NSC) Facility and Membership Assistant  

(Casual) 
 

Purpose: 

 
Reporting to the Manager of the Northern Sport Centre (NSC), with functional supervision from 
the Member Services Coordinator. Facility and Membership Assistants provide customer 
service, support for programs and events, and general operational and facility care functions 
that are integral to the daily operations of the NSC.  
 
As part of our casual pool of employees available on an on-call basis, you may be called in to 
assist during peak periods, vacation or sick leave coverage. 
 
 

Responsibilities: 

Duties of the position include, but are not limited to: 
 

 Provide a welcoming, positive customer service experience for NSC Members and the 
public; 

 Provide facility/event set up and user group transition services for UNBC Athletics and 
Intramurals, Pacific Sport, local sport organizations, and other user group or event 
organizers, as required; 

 Organize all training spaces, assist with group fitness set ups and transitions and 
provide the NSC manager with feedback on class delivery, equipment needs and 
repairs; 

 General care and regular (daily) cleaning of fitness equipment; 

 Conduct tours of the facility; 

 Assist with sales activities and all front desk duties: provide information on NSC facilities, 
services and memberships, process sales, register patrons for personal training, 
programs and camps and accurately and efficiently enter data and transaction records 
into the NSC’s tracking and financial management system; 

 Monitor day to day cleanliness of the facility and report all deficiencies and requirements; 

 Provide assistance to UNBC Facilities and external service contractors during the 
performance of minor building and equipment maintenance as needed; 

 Monitor and report on other general building maintenance, safety concerns and repair 
requirements, and work with the Manager to organize and facilitate completion of any 
needed maintenance; 

 Opening and closing duties, securing the facility; 

 Other duties and administrative and facility support functions as may reasonably be 
requested. 
 

  



 

 

Qualifications: 

 

The successful candidate will possess a high school diploma plus additional courses related to 
customer service, together with a minimum of 1 year related experience in a customer service 
environment, preferably in a multipurpose fitness, sport and recreation facility.  An equivalent 
combination of education and experience will be considered.  Post-secondary education in 
Physical Education, Sport and Recreation, Human Kinetics, and/or certifications in sport 
coaching or fitness instruction and experience in sport and event set ups and transitions is 
highly desirable.  Demonstrated excellence in customer service, the ability to prioritize, multitask 
and adapt to ever-changing demands, both independently and in a team environment, are 
required.  A proven record of strong interpersonal skills, the ability to be sensitive to customers 
from various cultural backgrounds, age groups and abilities and effectively communicate in a 
professional manner are required.  Proficiency with point of sale systems and desktop 
applications (MS Office Suite) and relational databases are essential.   

 

This successful candidate must be willing and able to provide a clear Criminal Records Check 
and must have or be willing to obtain a valid Level 1 First Aid and CPR C/AED certification as 
recognized by Worksafe BC.  

 

 

To Apply: 

Internal applicants from CUPE Local 3799 will be given priority consideration. 

Please forward your resume and proof of education along with three references to:  

Human Resources, University of Northern British Columbia,  
3333 University Way, Prince George, BC, V2N 4Z9   
 
Email submissions:  HRecruit@unbc.ca  
Inquiries:  (250) 960-5521 
 
All qualified candidates are encouraged to apply; however, Canadians and permanent residents will be given priority.  The 
University of Northern British Columbia is committed to employment equity and encourages applications from women, aboriginal 
peoples, persons with disabilities and members of visible minorities. 
 
We thank all applicants for their interest in UNBC however, only those applicants selected for further consideration will be contacted. 
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