


POSITION DESCRIPTION FORM (PDF)
Part-time Support Staff


Instructions for Completing the PDF:

· This ‘smart’ form template is to be completed & submitted electronically to the HR Consultant.

· Complete each section as accurately and succinctly as you can in the space provided.  If you have questions, contact your respective HR Consultant for assistance.

· Depending on the duration of the work assignment, you will be required to complete the Cover Page and Part 1 only or Parts 1 & 2 or Parts 1, 2 and 3. WHICH PDF SECTION(S) SHOULD BE COMPLETED?

CPT/TPT Tier I - Cover Page and Part 1 only
· Casual/temporary part-time support staff work that is temporary/transitory only and will not exceed a duration of one academic semester (4 months). 

 CPT/TPT Tier II - Cover Page and Parts 1 & 2 only
· Casual/temporary part-time support staff work that is term certain but that will be for a duration of more than one academic semester up to two academic semesters (more than 4 months up to 9 months).

 RPT only - Cover Page and Parts 1, 2 & 3
· Regular part-time (RPT) support staff work that is required as part of ongoing operational needs and is considered to be long-term/permanent in nature.


POSITION DESCRIPTION FORM (PDF)
 Temporary Part-time Support Staff

Position Title: Housing & Conference Services Assistant

Position Number:  Click here to enter text.   Pay Band: 5

Reports To: Senior Director, Facilities Services

Appointment Type: Other-details at right.		 “Other” Hours Details:  4-6 months

Scheduled Weekly Hours (maximum 24 hours per week):  24 hours per week

PDF Completed By (Manager Name): Matt Markovic

Effective Date:  May 20, 2026	Last Revision: Click here to enter text.


SIGNATURES

Incumbent: _________________________________________  Date: ___________________
(indicates incumbent has read and understood the Position Description Form details)

Supervisor: _________________________________________  Date: ___________________
(indicates the supervisor has authorized and assigned the duties & responsibilities in the PDF)


NOTE:   Please return the original PDF to HR Operations (Michelle Bozec) as soon as it has been signed.  Thank you.




PART ONE:

POSITION SUMMARY

Reporting to Senior Director, Facilities Services the incumbent is responsible to coordinate the operational aspects of the Haliburton Residence properties to support the success of students and guests living in residence. 

This includes, but is not limited to, residence intake process, front line customer service, and event support to ensure the smooth operation of conference programs, campus events, and housing-related activities. 

The role supports front-line service delivery by assisting visitors, conference guests, students, and staff while helping coordinate event logistics, administrative tasks, and resource management. 
The incumbent shares responsibility to assist students with services related to Campus One Card and Food Services.



KEY DUTIES & RESPONSIBILITIES
Indicate as clearly as possible the significant duties and responsibilities associated with the position.  Indicate the approximate percentage of time for each duty.  Keep sentences short, simple and to the point.  TIP:   Describe major clusters of functional work rather than detailed individual work routines and procedures.  Do not use allocations of less than 5%.

	
	Summary Details
	Percentage %

	

1
	Front-Line Customer Service & Reception Support
• Provide general reception and help desk assistance by answering phones, responding to emails, and greeting students, staff, conference guests, and visitors.
• Respond to general inquiries in person, by phone, or email and provide accurate information regarding conference services, housing services, and campus resources.
• Direct students, staff, conference participants, and visitors to appropriate departments, services, or personnel when required.
• Deliver professional customer service while supporting daily operations within the Conference and Housing Services office.
• Assist with general office coordination including communication with internal departments and external conference clients.

	50%

	

2
	Housing Turnover & Guest Accommodation Support
• Assist with residence and guest room turnover processes to prepare accommodations for conference guests and short-term campus housing occupants.
• Support room readiness activities including distribution and collection of linens, preparation of welcome materials, and coordination with housekeeping or facilities staff.
• Assist with basic room inspections to ensure accommodations meet operational standards prior to guest arrival and following guest departure.
• Report maintenance, cleaning, or room readiness concerns to appropriate staff to ensure timely resolution.
• Assist with coordinating supplies and materials required to support guest check-in and turnover operations.
	25%

	

3
	Conference and Event Operations Support
• Assist with the basic setup and teardown of college conferences, meetings, and campus events including arranging bedding, furniture, signage, and event materials.
• Greet conference attendees and event spectators and provide guidance regarding event locations, schedules, and seating arrangements.
• Support event logistics by helping coordinate materials and supplies required for meetings, conferences, and campus activities.
• Provide on-site support during events to ensure smooth operations and positive guest experiences.

	10%

	4
	Marketing and Inventory Coordination
• Assist with developing and preparing simple print materials such as posters, brochures, signage, and promotional materials related to conferences, events, and campus services.
• Support communication efforts by helping prepare and distribute event-related materials and informational resources.
• Assist with tracking and monitoring inventory related to conference equipment, office supplies, and event materials.
• Support the preparation and organization of room supplies, materials, and equipment required for meetings, events, and conferences.
	10%

	5

	Other Duties as Assigned (do not amend this section)
	5%

	
	
	



To calculate the relative percentage of time allocated to each cluster of key duties & responsibilities, remember to consider the total amount of hours this part-time position will normally work in a year.

For example:
An RPT position which normally works 24 hours per week for 10 months of the year would have approximately 960 annual hours (24 hrs/wk x 4 wks/month x 10 months).  If this position is estimated to spend 5 hours per week completing a cluster of work associated with organizing and maintaining business files, you would allocate 20% to this function calculated as (5 hrs/wk x 4 wks/month x 10 months) divided by 960.

 


PART TWO:

TRAINING & TECHNICAL SKILLS
Indicate the minimum level of independent studies, formal education, internal and/or external training programs including professional and technical or apprenticeship courses necessary to fulfill the requirements of this position.

Formal Education Requirements:
Completion of secondary school and some additional job related training. 


Field(s) of Study:
Education in business, hospitality, event management and or equal/relevant experience.




Other Vocational Certifications and/or Apprenticeships:
Click here to enter text.






EXPERIENCE
Specify the minimum number of months and/or years of practical experience in any related work necessary to fulfill the requirements of this position.	

Practical Work Experience:
Up to six months


Additional Skills & Abilities:
Strong customer service and interpersonal skill
Ability to communicate effectively with students, staff, and external guests
Basic computer skills including email, word processing, and spreadsheets 
Ability to work independently and as part of a team

PART THREE:

COMPLEXITY
Describe the amount and nature of analysis, problem-solving and reasoning required to perform the core duties of the position.   Provide up to two (2) examples in the space provided below of regular duties for this position.   Answer the questions listed below in the Key Considerations section.

Example #1
	A student/guest requires assistance locating accommodations, meeting spaces, or campus services.

	The guest approaches the service desk, calls the office, or sends email requesting assistance.

The incumbent clarifies the guest’s needs by determining the event they are attending, their accommodation assignment, or the service they are attempting to access.

The incumbent reviews conference schedules, room assignments, or campus maps to identify the correct location and provides directions or guidance. If the request involves another department, the incumbent contacts the appropriate staff member or refers the guest accordingly.



Example #2
	A conference guest or short-term housing occupant arrives, and their accommodation assignment or check-in information cannot be immediately confirmed.

	The issue is identified when a guest arrives for check-in and their name, reservation details, or room assignment cannot be easily located in the conference or housing records.

The incumbent reviews available guest lists, reservation records, or conference registration details and may need to confirm the booking information with conference organizers or internal staff.

The incumbent verifies the guest’s reservation information and determines whether the booking exists or if an alternate room assignment is required. If the original room is unavailable or the booking cannot be located immediately, the incumbent identifies an available accommodation or contacts the appropriate staff member/manager for direction while ensuring the guest is supported.




Key Considerations:
With respect to the examples above and the regular duties associated with this position’s core functions, please answer the following questions: 

Is the work considered to be routine/non-routine?
Routine


How would you describe the complexity of the work?
All duties are straightforward and repetitive in nature.


Describe the business processes used by the position. 
Processes are specific and repetitive.







JUDGMENT
Describe the degree of independent judgment and problem-solving required to perform the duties of the position.  Provide up to two (2) examples in the space provided below of regular duties for this position.   Answer the questions listed below in the Key Considerations section.

Example #1
	A conference guest or short-term housing occupant arrives, and their accommodation assignment or check-in information cannot be immediately confirmed.

	The issue is identified when a guest arrives for check-in and their name, reservation details, or room assignment cannot be easily located in the conference or housing records.

The incumbent reviews available guest lists, reservation records, or conference registration details and may need to confirm the booking information with conference organizers or internal staff.

The incumbent verifies the guest’s reservation information and determines whether the booking exists or if an alternate room assignment is required. If the original room is unavailable or the booking cannot be located immediately, the incumbent identifies an available accommodation or contacts the appropriate staff member/manager for direction while ensuring the guest is supported.



Example #2
	A conference room or guest accommodation is not ready as scheduled due to missing supplies or cleaning delays.

	The issue is identified during setup, inspection, or reported by a guest or staff member.

The incumbent reviews setup requirements and determines whether the issue can be resolved directly (e.g., arranging materials or supplies) or requires support from housekeeping or facilities.

The incumbent takes appropriate action within established procedures or reports the issue to the appropriate staff member while ensuring minimal disruption to guests or events.



Key Considerations:
With respect to the examples above and the regular duties associated with this position’s core functions, please answer the following questions: 

The work duties typically require:
Some choice of action within limits. 


In determining a solution for problems, the incumbent has discretion to:
Follow specific steps only.


MOTOR SKILLS
Describe the aspects of the position that require fine motor movements (delicate, intricate or precise) related to the core duties of the position. Provide up to two (2) examples in the space provided below of regular duties for this position Answer the questions listed below in the Key Considerations section.

Example #1
	Assist with preparing residence rooms, conference spaces, and event materials.

	This task involves arranging small items such as linens, welcome packages, signage, and event materials to meet established setup standards. The incumbent must handle materials carefully and position items accurately (e.g., aligning printed materials, placing room supplies, organizing conference packages) to ensure a professional and consistent presentation. 

Precision is required when adjusting room layouts, placing name cards or signage, and ensuring materials are set up according to event or accommodation requirements.








Example #2
	Prepare and organize conference materials, guest packages, and check-in supplies 

	This task involves assembling materials such as printed documents, name badges, access cards, welcome packages, and signage for conferences and guest arrivals. The incumbent ensures materials are complete, properly organized, and ready for distribution. Care is required to ensure accuracy and consistency when preparing multiple items.









Key Considerations:
With respect to the examples above and the regular duties associated with this position’s core functions, please answer the following questions: 

When considering ‘speed’ of fine motor movements for this position:  
Speed is a major consideration.


Indicate the percentage of time that is required in performing each of the tasks discussed above.
	Task
	% of Time

	Preparing rooms, materials and supplies
	60%

	Preparing packages/access cards
	40%





PHYSICAL DEMAND
Describe the degree of physical demand required to perform the duties of the position.  Provide up to two (2) examples in the space provided below of regular duties for this position that illustrate the type and duration of physical effort, the frequency, the strain from rapid and repetitive fine muscle movements or the use of larger muscle groups, lack of flexibility of movement, etc. 

Example #1
	Setting up conference rooms and residence spaces 

	This task involves preparing conference rooms and residence accommodations for guest use. Duties include arranging light furniture, placing linens, organizing materials, and setting up signage or event supplies. The work requires standing, walking, bending, and light lifting while ensuring spaces are prepared according to established setup standards and timelines.





Example #2
	Movement between service desk, residence buildings, and campus


	This task requires frequent movement across campus to support conference operations, check room readiness, deliver materials, and assist guests. The incumbent may walk between buildings or climb stairs multiple times per shift while responding to operational needs and service requests.










Indicate the percentage of time that is required in performing each of the tasks discussed above.
	Task
	% of Time

	Setup and preparation 

	40%

	Walking, lifting and mobility

	60%



How would you describe the frequency of the physical demands of this position?
Recurring (most of the day)

How would you describe the nature of the physical demands of this position?
Moderate

How would you describe the physical strain on this position?
Uncomfortable/awkward positions for short periods; some flexibility of movement.
 

SENSORY DEMAND
Describe the degree of sensory demand required to perform the duties of the position.  Provide up to two (2) examples in the space provided below of regular duties for this position that illustrate the level/degree of concentration (visual, auditory, tactile, etc.).  Answer the questions listed below in the Key Considerations section.

Example #1
	Responding to guest/student inquiries at service desk 

	This task requires active listening, verbal communication, and the ability to quickly process information to respond to guest inquiries. The incumbent must maintain focus while handling multiple requests, often in a busy environment with ongoing interruptions from phone calls, emails, and in-person interactions.



Example #2
	Reviewing event schedules and room preparation details 

	This task involves reviewing event details, room assignments, and setup requirements to ensure conference spaces and accommodations are prepared accurately. Attention to detail is required to avoid errors that may impact guest experience or event operations.



Key Considerations:
With respect to the examples above and the regular duties associated with this position’s core functions, please answer the following questions: 

How would you describe the requirement for attention to detail in this position?
Frequent (>60%)

How would you describe the requirement for sensory demand in this position?
Considerable

Indicate the percentage of time that is required in performing each of the tasks discussed above.
	Task
	% of Time

	Guest/student interaction

	50%

	Review/preparation

	50%




STRAIN FROM WORK PRESSURES / DEMANDS / DEADLINES
Describe the degree of work pressures involved in performing the duties of the position.  Provide up to two (2) examples in the space provided below of regular duties for this position that illustrate the deadlines, interruptions, distractions, multiple or conflicting demands/workloads and dealing with people in difficult situations.   Answer the questions listed below in the Key Considerations section.

Example #1
	Managing front-line services and other tasks during peak periods 

	The incumbent supports a high volume of inquiries from guests, students, and staff, often simultaneously. This requires prioritizing requests, responding efficiently, and maintaining service quality despite frequent interruptions and changing demands.




Example #2
	Preparing rooms and materials within scheduled event timelines


	Conference rooms and accommodations must be prepared within fixed timelines based on event schedules and guest arrivals. Delays or errors can impact event delivery, requiring the incumbent to work efficiently and coordinate tasks within set deadlines.




Key Considerations:
With respect to the examples above and the regular duties associated with this position’s core functions, please answer the following questions: 

How would you describe the workflow demands this position typically faces?
Deadlines may periodically change. 

How would you describe the existence of critical deadlines in this role?
Frequent critical deadlines.

How would you describe the level of interruptions this position faces?
Interruptions are frequent and may be unpredictable.

Indicate the predictability of the strain and percentage of time required in each task discussed above.

	Task
	% of Time
	Predictability*

	Front desk support
	60%
	UP (Usually Predictable)
	Event Preparation

	40%
	PR (Predictable)

INDEPENDENT ACTION
Describe the degree of independent action and autonomy required to perform the core duties of the position. Provide up to two (2) examples in the space provided below of regular duties for this position. Answer the questions listed below in the Key Considerations section.




Example #1
	Responding to guest and visitor inquiries 

	The incumbent independently provides information, directions, and basic support using established procedures and available resources. More complex inquiries or issues are referred to appropriate staff or supervisors. 




Example #2
	Supporting room setup and residence turnover activities 

	The incumbent completes assigned setup and preparation tasks independently, following established guidelines. Any issues related to room readiness, maintenance, or guest concerns are identified and reported to appropriate staff.




Key Considerations:
With respect to the examples above and the regular duties associated with this position’s core functions, please answer the following questions: 

What type of instruction is typically given to the incumbent?
Works within established practices.

What degree of supervision is typically provided to the incumbent?
Regular supervision & monitoring.

How is the work typically checked and verified?
Output is self-reviewed.

How frequently is the work checked?
Mostly reviewed at point of task completion. 

Describe duties which are the incumbent’s responsibility where independent action requires initiative and/or creativity and indicate how often the duties occur. Identify the typical situations or problems that are normally referred to the Manager for solution.

Independent:
Providing directions and general information
Completing room setup and preparation tasks
Identifying and reporting issues

Escalate:
Guest complaints or service concerns
Booking discrepancies or missing reservations
Maintenance or operational issues impacting service delivery 

COMMUNICATIONS / CONTACTS
Describe the nature of contact and purpose involved in communicating information (i.e. to provide advice, explanation, to negotiate, or influence others to reach agreement, etc.), and the confidentiality of the information provided.  Answer the questions listed below in the Key Considerations section.

	Nature of Contact (Who)
	Purpose of Contact (What)
	Frequency

	
Students, conference guests, visitors

	Provide information, directions, and general assistance related to conferences, housing, and campus services
	
Daily

	
Internal staff (Conference Services, housekeeping, facilities)

	Coordinate room setup, report issues, and support event and accommodation operations
	
Daily


	
Conference organizers and internal departments

	Confirm event details, communicate requirements, and support service delivery
	
Weekly


	


	
	
Choose an item.


	


	
	
Choose an item.


	


	
	
Choose an item.




Key Considerations:
With respect to the examples above and the regular duties associated with this position’s core functions, please answer the following questions: 

Communications in this position are typically engaged for the purpose of:
Providing detailed explanations, clarification and interpretation, empathize with the needs of others. 

What type of involvement does this position have with confidential information?
Occasionally involvement with minor disclosure implications.


RESPONSIBILITY FOR DECISIONS AND ACTIONS
Describe the type of responsibility that exists for the decisions and actions related to the core duties of the position. Provide up to two (2) examples in the space provided below of regular duties for this position.  Answer the questions listed below in the Key Considerations section.   

Example #1
	Providing front-line service and information 

	The incumbent is responsible for providing accurate information and appropriate guidance to guests and visitors. Errors may result in confusion or minor service disruptions but are typically identified and corrected quickly.





Example #2
	Preparing rooms and event materials 

	The incumbent ensures that conference spaces and accommodations are prepared according to established standards. Errors may impact event readiness but can usually be corrected prior to use.





Key Considerations:
With respect to the examples above and the regular duties associated with this position’s core functions, please answer the following questions: 

How errors are typically detected for work completed by this position?
Errors usually detected through verification and review processes. 

What is the typical scope of impact to the organization for errors in this position?
Results in minor embarrassment, confusion or expense.


WORK ENVIRONMENT
Describe the physical environment that the incumbent works in.  Consideration should be given to:
· The probability or likelihood of exposure to disagreeable/hazardous elements.  
· The nature of the disagreeable/hazardous element
· Length of exposure while on the job
· Travel

Complete the chart below.  Answer the questions in the Key Considerations section.   

	Environment 
	% of Time

	Professional office environment   Yes
	30%

	Outdoor work; seasonal conditions No
	

	Indoor event and Residence Buildings
	70%

	
	



Key Considerations:

With respect to the nature of disagreeable/hazardous elements this position is in contact with, would you describe them as:
Slightly disagreeable

With regard to the disagreeable/hazardous elements referenced above, how often does the position encounter them?
Occasional

If this position is required to engage in business related travel, what is the frequency of the travel?
Occasional (10%-30% of their time in transit)



SUPPLEMENTAL DATA
Provide any additional information which will serve to further enhance understanding of the position.
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