SUNSHINE COAST REGIONAL DISTRICT JOB DESCRIPTION

FACILITY BOOKING TECHNICIAN

EXEMPT: No DIVISION: Park Services

SALARY LEVEL: Band 12 DEPARTMENT: Community Services
SUPERVISOR: Manager, Parks Services LOCATION: Varies

APPROVED BY: Manager, Recreation Services DATE: May, 2022

Replaces: New Hours: R35

SUMMARY: Reporting to the Manager, Parks Services or designate, and working within a community
development philosophy, the Facility Booking Technician is responsible for facilitating bookings of a
variety of halls, parks, facilities and equipment to maximize the usage of these sites and revenues as well
as liaising with user groups, the public, community stakeholders, recreation program coordinators and
facility operations staff to communicate schedules and special arrangements for the facilities and/or
equipment.

KEY RESPONSIBILITIES include:

1.

10.

11.

12.

13.

Assists with the coordination of the facility and equipment booking processes within Recreation,
Parks, Fields, Halls and other facilities according to divisional policies, procedures and priorities
which includes receiving requests, evaluating space availability, and booking the requested time into
the booking system.

Facilitates bookings, special requirements and changes as required with facility staff, stakeholders,
user groups and individual customers.

Communicates timelines for annual ongoing block bookings considering the time required to
complete the process prior to each season.

Maintains rental permits through the application of the SCRD’s fees and charges bylaws.

Assists the Manager with identifying non-compliance to rental permits’ conditions of use.
Communicates internally and externally while working collaboratively with staff and community
stakeholders to ensure customer service focus.

Evaluates bookings and assists with capturing statistics such as user group satisfaction in an effort to
identify and promote appropriate future facility use.

Promotes and maximizes the use of facilities through available resources such as the booking
system, website, social media, marketing material, communication with user groups, and other
available resources.

Identifies facility use trends for staff to incorporate into budget, program and staffing plans based
on statistics compilation, reporting and analysis.

Maintains an effective and up-to-date records management system with accurate rental permit
correspondence and records.

Communicates with staff to ensure service levels and operational needs are well understood or that
clarification is sought as required in order to meet staff and customer expectations.

Assists with the development of applicable policies, booking procedures, and communicates the
interpretation and application of same to stakeholders, user groups and individual customers.
Provides orientation and ongoing support, advice and assistance to staff in the functionality and
operation of facility bookings.

TYPICAL ACTIVITIES include:

1.

Prepares bookings of facilities to promote maximum usage and optimum revenues.
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10.

11.

12.

13.

Liaises with internal programming staff to ensure public access to facility for SCRD programming,
facility bookings or joint use activities.

Communicates facility bookings to staff and stakeholders to provide integrated customer service
delivery.

Recommends seasonal timelines, distributes facility booking application forms, and organizes user
group meetings, agendas and materials to maintain effective two-way communication.

Facilitates conversations with user groups to determine the best facilities/time schedules for special
events, changes due to overlapping/conflicting requests, cancellations due to shutdowns or
emergency repairs.

Reviews Recreation, Parks, Fields and Halls facility information for accuracy and recommends
corrections as and when required and ensures that the booking system is current with accurate
facility information, user fees and customer information.

Attends divisional meetings of staff and/or customers to provide guidance on booking
process/procedures or resolve issues with staff.

Contributes to division reporting requirements to communicate information on facility use.
Assigns keys or access codes to authorized facility users, as required.

Maximizes use of facility booking system to its full potential in order to provide pertinent
information to decision makers regarding current and future direction.

Responsible for working with Parks and Recreation Management to produce weekly field condition
updates to share with user groups.

Demonstrates and provides guidance on system operations including orientation of same to new
staff.

Other tasks/duties as assigned.

QUALIFICATIONS, EDUCATION AND EXPERIENCE

Completion of a two (2) year post-secondary program in Business or diploma in a related field from
a recognized institution.

Two (2) years’ relevant work experience in a business environment that may include accounting,
administration, customer service, computer system management and operations, print
media/publishing software, managing contracts and agreements, public consultation and fostering
community partnerships through collaborative relationship building.

Preference may be given to experience in the use of booking software supplemented by accounting
and computer training.

An equivalent combination of education and experience may be considered.

Valid Class 5 BC driver’s license

OTHER SKILLS/KNOWLEDGE/INFORMATION

Working knowledge of office and accounting procedures and filing methods.

Ability to demonstrate initiative along with a proactive approach to ethical working practices.
Strong organizational skills in managing multiple projects and deadlines with minimal supervision.
Ability to communicate effectively and concisely, verbally and in writing, with others.

Ability to deal with people in a firm, tactful and flexible manner and to act with sound judgement
under pressure.

Ability to produce reports and statistics from the booking system and spreadsheets.

Knowledge and proficiency with Microsoft Office Suite

May be required to work a variety of hours including evenings and weekends.

The incumbent is expected to support corporate sustainability and workplace safety objectives.
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