Job Description

Position:
SITE Program Coordinator

Category:
Full-Time, Salaried Exempt

Supervisor:


Salary:

$

Start Date: 


Job Components

· Develop and implement programs for client company’s employees: including researching the topic area, benchmarking with other sites, interviewing potential staff/instructors, creating advertisements (mass e-mails, fliers, web page, newsletter articles, bulletin boards), forecasting budgets, setting participation/financial goals, assigning task/training coworkers if needed, scheduling conference rooms and equipment, negotiating fees, establishing contracts, on-line registration development/implementation, web page updating, sending/responding to mass e-mails, overseeing flier production/distribution process, e-mailing reminders to registered participants, oral/written communication with hired staff/instructors. 

· Evaluate the programs including on-line survey development, web page updating, e-mailing participants, responding to surveys, compiling survey results, analyze and report statistical and quantitative information weekly, completing program/budget recap report, submitting payment for hired staff/instructors.
· Assist with all fitness center programming. 

· Continually enhance fitness center appearance through bulletin boards, fliers and web pages. 
· Assist with the supervision of the fitness center, staff, operations and programs.

· Perform facility and equipment maintenance processes.
Job Requirements

· College degree in Corporate Wellness, Kinesiology, Recreation, or related field.

· 1-2 years experience in corporate wellness management or commercial fitness center management.

· Professional certification (ACSM, ACE, or similar)

· CPR and First Aid Certification.

· 1-2 years wellness program development and implementation experience. 

· Professional and enthusiastic attitude.  

· Ability to problem-solve, and make key decisions.  

· Excellent written and verbal communication skills and organizational skills.

· Proven ability to provide high quality customer service.

· Proven ability to work independently.

· Proficiency with industry standard word processing, spreadsheet, database, graphics, and presentation applications.

· Ability to multi-task, works independently and with a team, and performs detail-oriented functions.

This job description is not intended to be all-inclusive.  It is understood that the employee will also perform reasonable, related duties if requested by immediate supervisor or other management staff.

_____________________________________

___________________________________

Employee Signature/Date



Supervisor Signature/Date

