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CITY OF TIOGA

POSITION DESCRIPTION
Job Title: Community Center Assistant

Department: Community Center
Status: Non-Exempt – Part-Time

Date: 2/10/25
GENERAL PURPOSE
The Community Center Assistant is responsible for performing a variety of routine clerical, administrative, and customer service duties. This position ensures the Community Center operates smoothly and efficiently by providing a safe, clean, and welcoming environment for patrons. Responsibilities also include event setup and support, processing transactions, assisting with scheduling and event planning, and maintaining accurate records.
SUPERVISION RECEIVED

Reports directly to the Tioga Community Center Activities Director.
SUPERVISION EXERCISED

None.
ESSENTIAL DUTIES AND RESPONSIBILITIES
Facility Operations:

•
Lock and unlock the Community Center as assigned and monitor the premises to ensure safety and security.

•
Maintain the cleanliness and general upkeep of the Community Center, including cleaning duties and using equipment such as buffers, scrubbers, and pressure washers.

•
Report maintenance or repair needs to the supervisor in a timely manner.

•
Promote and enforce policies, safety regulations, and guidelines established by the Commission Board.
Customer Interaction:

•
Interact daily with people of all ages and ensure a positive and welcoming experience for all patrons.

•
Provide exceptional customer service, resolving customer issues and referring concerns to the appropriate departments or personnel when necessary.

•
Communicate with boards, committees, and other departments regarding customer needs and work orders.
Event Support:

•
Assist in coordinating and planning recreational activities, programs, and events, including both large and small events.

•
Set up and tear down event spaces, which often requires heavy lifting and physical stamina.

•
Support event promotion efforts and assist with scheduling to ensure a smooth operation.

•
Adapt to a mix of fast-paced days with high customer interaction and slower-paced days focused on administrative work.
Administrative Duties:

•
Process transactions, including payments online, by phone, in person, and by mail. Maintain accurate cash and check transactions within receipt booklet.

•
Balance payments daily and follow City procedures for handling returned checks.

•
Maintain organized files, records, and reports to ensure the Community Center runs efficiently.

•
Assist in sorting and distributing mail.

•
Use and maintain office equipment such as computers, phones, copiers, and credit card machines.

•
Utilize computer software including Microsoft Office programs and Canva for marketing purposes.

Safety and Training:

•
Attend necessary meetings, including safety and emergency preparedness sessions.

•
Maintain certifications in First Aid and CPR (training provided if not already certified).
Other Duties:

•
Consistently demonstrate flexibility by adapting to changing priorities and handling various tasks as assigned.

•
Perform any other duties assigned by the Activities Director.
ADDITIONAL AND PERIPHERAL DUTIES
•
Monitor daily Community Center operations and assist in ensuring the facility meets the needs of patrons.
DESIRED MINIMUM QUALIFICATIONS
Education and Experience:

•
High school diploma or GED required.

•
Associate degree in office administration, business management, or a related field is preferred.

•
CPR and First Aid certification (or willingness to obtain upon hire).
Necessary Knowledge, Skills, and Abilities:

•
Strong interpersonal skills to interact with people of all ages in a friendly and professional manner.

•
Excellent verbal and written communication skills to handle customer inquiries, prepare reports, and ensure clear communication across departments.

•
Proficiency in basic office tools, including Microsoft Office and database software. Knowledge of Canva is a plus.

•
Ability to organize, prioritize, and manage time effectively in a dynamic environment.

•
Knowledge of scheduling and event planning is beneficial.

•
Bilingual abilities are a plus but not required.

•
Attention to detail with the ability to compile accurate data when receiving messages, write concise reports, and maintain organized files and records.

•
Physical ability to lift and move objects weighing up to 25 pounds and perform tasks requiring stamina, such as event setup and cleaning.
SPECIAL REQUIREMENTS
Tools and Equipment Used:
•
Computers, including word processing, spreadsheet, and database software (e.g., Microsoft Office).

•
Office equipment such as copiers, fax machines, credit card machines, and phones.

•
Cleaning and maintenance tools, including buffers, scrubbers, shovels, and leaf blowers. 
Physical Demands:

•
While performing duties, the employee is frequently required to sit, talk, hear, and use hands for various tasks, including typing and handling tools.

•
Must occasionally lift and move objects up to 25 pounds.

•
Specific vision abilities include close vision and the ability to adjust focus.
Work Environment:

•
The work environment is a mix of office tasks and physical activity, with exposure to cleaning equipment and event setups. Reasonable accommodations will be made for individuals with disabilities.
SELECTION GUIDELINES
•
Formal application, review of education and experience, appropriate testing, oral interviews, background check, and drug screening.

•
Final selection and pre-employment medical examination.

•
Appointees are subject to a standard probationary period.
This job description is not intended to list every task an employee might be expected to perform. Duties, responsibilities, and activities may change or be assigned as needed to meet the needs of the Community Center.
REVIEW AND APPROVAL (indicates review by Employee and approval by the ____________)
Employee’s Signature:   _______________________    Date:  ______________

City’s Signature:   ____________________________    Date:  ______________

Effective Date:  _______________________    Revision History:  ___________  

