
  
 

JOB DESCRIPTION 
 

POSITION TITLE   Receptionist / Recreation Assistant  DEPARTMENT  Administration 

REPORTS TO        Clerk  

APPROVED BY           REVISION DATE   August 2020     

                                                                                                                                           

POSITION SUMMARY 

Reporting to the Clerk, the Receptionist / Recreation Assistant is responsible for providing 

administrative and clerical support in the delivery of high-quality customer service in a fast-

paced, ever changing working environment. 

 

Under supervision, the Receptionist / Recreation Assistant provides responsible and 

professional assistance to the Recreation, Administration and Finance Departments. Work 

involves receiving and processing all payments, directing and relaying telephone 

messages and fax messages, pick up and sorting of mail, corresponding with various 

community clubs and the general public, informing staff of matters that require attention, 

and other tasks that assist the general operations of these departments. 

 

The Receptionist / Recreation Assistant must exercise tact, courtesy and firmness in 

frequent contact with the public as well as performing clerical and secretarial support 

services.  

POSITION RELATIONSHIPS 

➢ Reports to the Clerk  

➢ Works closely with the Clerk, Recreation Program Coordinator, and Treasurer 

➢ Works with other department officials and management to prioritize and perform 

assigned duties and public requests while assisting with departmental needs. 

POSITION RESPONSIBILITIES 

➢ Receives, processes and receipts all municipal fee payments and provides patron 

assistance 

➢ Supports telephone system operation. Answers, screens and forwards telephone calls, 

records and relays message information 

➢ Manages inquiries, appointments, correspondence, and electronic communication, in 

addition to performing proper follow-up to ensure deadlines are met. 

➢ Provides and maintains consistent administrative support and assistance including 

editing, proofing and formatting of reports to Council and draft correspondence. 

➢ Responds to and directs customer inquiries  



➢ Provides account reporting on a daily, weekly, monthly, and yearly basis, ensuring both 

accuracy and completeness using recreational software. 

➢ Performs data entry for recreation registration and facility program memberships. 

➢ Assists with recreation questions presented by patrons, assists with reservations of 

recreation facilities. Assists with directions, and special needs patrons 

➢ Assists with preparing and monitoring the budget, tracking expenditures in general 

accounts in addition, responsible for the input of monthly forecast variances and 

prepares background financial data / reports, as required.  

➢ Updates pages on Town website and prepares informational posters and notices when 

required 

➢ Assists in the formulation of long range planning. 

➢ Maintain documentary records, including paper and electronic updating and filing 

➢ Performs general office duties as needed such as photocopying, faxing, sorting and 

directing mail, ordering supplies and preparing invoice and cheque requisitions. 

➢ Monitors office supply inventory and places orders when necessary. 

➢ Compiles information and prepares and disseminates documentation as directed, 

including special projects and confidential work, correspondence, memoranda, reports, 

agendas, minutes, briefing notes, document summaries, and information updates using 

a variety of office equipment (computer, printer, copier, fax, scanner, typewriter and 

mailer) 

➢ Prepares and tracks correspondence for meetings, consultative processes and 

committees involving both internal staff and external clients. 

➢ Performs other administrative duties as assigned, and/or special projects 

QUALIFICATIONS 

➢ Grade 12, a certificate in business training from a recognized educational institution or 

a combination of education and experience will be considered. 

➢ Experience working in a municipal government environment, or any equivalent 

combination of training and experience which provides the required skills, knowledge 

and abilities. Administration and supervisory experience. Knowledge of office 

procedures.  

➢ Excellent oral, written, and interpersonal communication skills to interact with 

government departments and agencies, special interest groups, and the public 

➢ Excellent organizational and time management skills with high efficiency in Microsoft 

Office series and Adobe Acrobat. Experience working with Recreational software ie: 

Book King or Class will be considered an asset 

➢ High level of initiative, resourcefulness, and independent judgement and ability to work 

independently 

HOURS OF WORK/WORK ENVIRONMENT 

Work comprises 35 hours per week with occasional overtime required.  Work is entirely 

indoors in an office environment, except for the occasional special event planned. 


