Fitness and Wellness Education Center

SUMMARY: 

Under general supervision, provides a variety of support duties to the Fitness and Wellness Education Center, including equipment repair, event planning, building security, webpage maintenance, and general office duties.

DUTIES AND RESPONSIBILITIES: 

1. Staff the control desk during operational hours.

2. Answers and refers questions regarding FWEC events, facility usage, guidelines, PE courses, equipment usage, exercise, and the campus in general.

3. Answers FWEC correspondence.

4. Ensures students are logging in correctly and eligible to use the FWEC.

5. Ensures waivers are signed and filed.

6. Conducts orientations for FWEC users.

7. Compiles statistics and performs data entry.

8. Creates graphs.

9. Upholds risk management policies and procedures.

10. Conducts inventory checks and maintains inventory and supplies.

11. Reports and completes forms for any damaged, stolen or lost equipment.

12. Performs simple repairs of equipment.

13. Supervises FWEC users and ensures that they are following all guidelines.

14. Assists users in using equipment.

15. Work with Personal Trainers to assists users with their exercise programs.

16. Keep facility and equipment clean using proper methods.

17.  Assists with the Annual Wellness Fair, the Campus Wellness Club, and other event planning.

18. Creates educational informational bulletin boards.

19. Performs PR duties, such as created fliers and press materials.

20. Assists with updating the webpage.

21. Opens and closes the facility.

22. Uses OSHA standards for blood borne pathogen cleaning.

23. Other job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:
Current CPR and AED certification.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
Excellent verbal and written skills.

Good computer skills.

Good judgment, initiative and responsibility.

Ability to work independently.

