

[image: Trent University Logo]OPSEU JOB DESCRIPTION



Job Title: 		Fitness Centre Coordinator
Job Number:			A-514 | VIP: 2061			
Band:			OPSEU-6								
Department: 			Athletics & Recreation					
Supervisor Title: 	Assistant Director, Sport & Student Engagement
Last Reviewed:			June 12, 2025

JOB PURPOSE:
Reporting to the Assistant Director, Sport & Student Engagement, the Fitness Centre Coordinator oversees the day-to-day operations of the Trent Athletics Centre Fitness. This includes delivering a broad range of fitness programs and overseeing fitness facility use including the use of the indoor rock climbing wall, rowing tanks, and cardio/strength equipment. 
They contribute to program planning by offering ideas for new initiatives and suggesting ways to encourage participation and support membership growth through engaging and accessible programming. They also supervise a part-time student staff team of program instructors, personal trainers, and group fitness instructors. 
The Coordinator must be flexible and able to work weekdays (day and evening) and weekend shifts as needed.
Key Activities:
Program Development & Delivery
· Coordinates a range of fitness and recreation programs that reflect the interests of Trent students and the broader community, aiming to encourage participation and satisfaction. Programs may include personal training, group fitness classes, rock climbing, rowing/paddling tank rentals, and custom offerings for schools and community groups.
· In collaboration with other staff, oversees administrative processes for the Fitness Centre to facilitate program coordination, spaces booking, client account management, and program scheduling, registration, and communication.
· Coordinates rental agreements with external user groups/partners for use of the Fitness Centre facilities.
· Ensures that all fitness equipment is inspected, monitored, and maintained in good working order to ensure compliance with prescribed operating and safety standards (working with the service provider, as required).  Orders supplies or materials as needed.
· Participates in regular Facility Booking meetings with Athletics staff team to review and problem-solve on any facility booking issues that may arise.
· In conjunction with the Assistant Director, assists in annual budget development and in-year forecasting for the Fitness Centre.
Quality Review, Evaluation & Standards
· Monitors participation rates, retention, and satisfaction for all Fitness programs.  Makes recommendations to grow and adapt existing programs to increase registration sales and support retention.
· Responds to inquiries, complaints, or suggestions from the public, providing effective follow-up as required, adhering to the Athletics Department Customer Service Commitment.
· Contributes ideas to the Communications & Marketing Assistant to promote fitness, and membership promotional materials and Athletics Centre program guide.
· Ensures that all Fitness Centre staff are trained in customer service and are knowledgeable in all program areas.
· Interacts with members, motivating and encouraging them to meet their fitness and wellness goals.
Human Resources
· Supervises a staff of part-time program instructors, personal trainers, and group fitness instructors.
· Delivers regular training programs to all Fitness Centre staff to ensure that they have the required skills and knowledge to deliver high quality programs, deliver exceptional customer service, and maintain a safe environment. Ensures that appropriate staff certifications are maintained.
· Develops staff schedules for all program areas including, Fitness Centre Attendants, Personal Trainers, Fitness Instructors, Lifeguarding, and Rock Climbing Wall Instructors.
· Oversees part-time staff payroll entry into VIP.
Facility Supervision
· Effectively supervises the day-to-day operations of the Fitness Centre and programs.
· With other Athletics staff, monitors all areas of the Athletics Centre providing support/direction to part-time student staff and addressing customer services issues as needed. This may occur in the absence of other full-time staff (i.e. early mornings, evenings, and weekends).
· Supports facility rentals with external and internal users to coordinate set-ups, and address booking issues.
· Conducts regular facility checks to maintain safety and security.
· Completes Fire Warden Training and serves in that capacity during emergencies.
Education Required:
· Two (2) year Post-Secondary Diploma or Degree in Fitness Administration, Physical Education/Kinesiology or related field.
Certifications Required:
· Registration with CanFitPro, or other recognized national certification as a Fitness leader, instructor or Personal Trainer is an asset.
· Current Standard First Aid & CPR Certification required.
· Valid Ontario Driver's license (Class ‘G’ minimum) and access to a vehicle.
· Current Aquatics certifications in instruction, including Lifesaving Instructor and Bronze Cross Examiner is an asset.
Experience/Qualifications Required:
· Three (3) years’ experience in the leadership and delivery of Fitness or recreational programs. 
· Demonstrated working knowledge base in exercise and wellness theory and practice. 
· Strong interpersonal, and training skills with proven track record of demonstrating initiative and growing program offerings.
· Excellent organizational, time management and planning skills.
· Excellent customer service and conflict resolution skills.
· Ability to be flexible and adapt to changing situations.
· Ability to interact professionally and effectively with all constituencies of the University community, as well as with all external contacts.  
· Proficient computer skills in Microsoft Word, Excel, PowerPoint, and experience with recreation management software is an asset.
· Must be able to work evenings and weekends.
· A satisfactory Vulnerable Sector Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
Supervision:
· 15 Part-Time Student Staff (Fitness Centre Attendants, Rock Climbing Wall Instructors, Student Leads)
· 5 – 10 Personal Trainers
· 10 – 15 Fitness Instructors
· 5 Adult Registered Program Instructors  
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