Department of Campus Recreation
Facility Lead


Position Description                          
General Description:

Reporting to the Associate Director of Campus Recreation, the Facility Coordinator is responsible for contributing to the Campus Recreation Team and for assisting in the supervision of employees and operations of Recreational Sports programs and facilities.  Specifically, this person will serve as the facility supervisor on-site for multiple facilities.

Duties and Responsibilities:

1. Works cooperatively with Associate Director of Campus Recreation and other professional staff to:

a. Supervise on duty Front Desk Attendants and Facilities Attendants to ensure they are discharging their responsibilities in a timely, efficient, and effective manner.

b. Assist anyone who becomes injured during their "shift", secure appropriate medical assistance when needed, and fill out the appropriate injury forms.

c. Setup and Supervision for Athletic events that occur at multiple Recreational Sports Facilities.

d. Review the programming/scheduling needs of the facilities for their shift and ensure that all physical building/field set-ups are in place prior to their usage.

e. Identify staff members who are doing exceptional work and conversely, reprimand or discipline any staff member who is negligent in the performance of his/her duties by preparing an FYI form.

f. Periodically make rounds of the building to monitor activity and identify items/situations that arise (:15 & :45).

g. Fill out the respective reports detailing usage of the building and equipment concerns/needs.

h. Communicate with employees to make sure they have the support necessary to perform their work.

i. Assist any understaffed areas until a student can be recruited to work.

j. Utilize the hand held radio system to communicate throughout facilities.

k. Assist in keeping machines clean and sanitary for patrons.

2. Reviews daily paperwork for all assigned areas.

3. Attends regular departmental meetings; is prepared to report on facilities.

4. Maintain a varied work schedule to include nights and weekends.

5. All other duties as assigned.

Qualifications

1. Must be a current UIS Student eligible for employment.

2. CPR/AED certification is required or willingness to become certified.

3. Ability to work independently to create effective programs and services that serve the entire UIS community.

4. Requires excellent interpersonal skills, as well as excellent verbal and written communications skills.

5. Strong public relations skills, organizational skills, management skills, and leadership skills.

6. Knowledge of Recreational Sports policies and operations is preferred but not required.
Compensation
1. Commensurate with experience.

