
Recreation Attendant PT
The Municipality of West Grey
Task List
6/13/2006 '10:46:30AM

Summary:

Location:
Department:
Scenario:
Job lD:

Provides general maintenance and cleaning of arena and hall, operates ice resurfacer and acts as contact
person for recreation services.
West Grey Group:

Family:
Reports To: Facillties Manager

: Last Updated: 11119{2005

Tasks

Arena Operations
1. Monitors refrigeration and heating equipment.
2. Operates ice resurfacer, edger, scrubber and other equipment to maintain ice surface.
3. Completes scheduled checks of condensers and compressors, logs findings and calls for assistance when

equipment not working properly.
4. Assists with installation, maintenance and removal of ice.

Maintenance
5. Performs recreation and facilities general maintenance.
6. Cleans up the facility after an event.
7. Ensures all facilities are appropriately prepared and conditioned for each rental such as heat on, ice surfaced,

washrooms functional, tables & chairs set up, etc.
B. Completes and assists with minor carpentry repairs and concrete work.

Completes minor electrical and plumbing repairs on buildings and equipment.
,u. Completes minor mechanical repairs and maintenance on buildings and equipment.
11. Assists with grounds maintenance.
12. Ensures all exits and entrances are clear of debris and snow.
13. Helps set up facilities for user groups such as moving tables and chairs.
14. Maintains a high standard of cleanliness and safety in designated areas through allfacilities.
15. Reports any major repairs and/or supplies needed.
16. Paints a variety of surfaces.
17. Cleans washrooms and buffs floors.
18. Collects and disposes of garbage.
19. Assists with cleaning kitchen and kitchen equipment.

Security
20. Promptly opens facility before and secures the premises after the event.
21. Follows and enforces safety and security procedures.

Administration
22. Maintains maintenance logs.
23. Completes time sheets, detailing work completed.
24. Maintains a schedule of facilities booked and rented.
25. Answers phone and returns calls.
26. Collects fees at entrance, records monies and places in safe.
27. Ensures Recreation Facilities Manager or West Grey office receives completed contracts and daily deposit reports.
28. Reports all problems and concerns.
29. Maintains billboard of upcoming events.

S' '' Operations
-d. Responds to emergency situations according to policies and procedures

Public Relations
31. Deals with customers and general public during bookings, events and programs

Jobchart System@ is a registered trademark of Justin White & Associates Limited Page 1 of 2



Recreation Attendant PT
The Municipality of West Grey
Task List
62.K006 10:46:30AM

\r

Tasks:

Other
32. Complies with policies and proeedures of the Municipality of West Grey.
33. Performs other tasks as assigned by management.
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