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TOWN OF ALTONA 
POSITION TITLE:   Recreation Office Administrator (Permanent 

Part-Time) 
REPORTS TO:    Recreation Services Manager 
SUBORDINATE POSITIONS:  Not applicable 
POSITION SUMMARY:  The Recreation Office Administrator provides 

administrative support for the Altona Aquatic 
Centre while assisting with the day-to-day 
operations of the Recreation Department. This 
position plays a key role in coordinating facility 
bookings, recreation program registrations, 
customer service, scheduling, and 
administrative support for a wide variety of 
municipal recreation facilities, parks, and 
community events. 

LAST UPDATED:   August 2026 
 
DUTIES: 

 Responsible for reconciling, preparing, depositing, and tracking 
all Aquatic Centre revenues, maintaining accurate financial records, and 
supporting related administrative and financial processes. 

 Coordinate bookings for recreation facilities including arena ice, ball 
diamonds, campgrounds, meeting rooms, picnic shelters, community 
spaces, and other amenities. 

 Maintain booking calendars, prepare rental agreements, process 
payments, and confirm bookings. 

 Register participants and maintain accurate records using the Town's 
recreation registration software. 



 Provide exceptional customer service in person, by phone, email, and 
electronic communications. 

 Prepare correspondence, reports, meeting minutes, and maintain 
departmental records. 

 Assist with website and social media updates promoting recreation 
programs, facilities, and events. 

 Maintain office, concession, and program supply inventories and 
coordinate purchasing. 

 Assist with recruitment, onboarding, orientation, and administrative 
support for seasonal Aquatic Centre staff. 

 Support recreation programs, special events, community initiatives, 
budgeting, reporting, and departmental projects. 

 Perform other related duties as assigned. 
REQUIRED QUALIFICATIONS AND TRAINING: 

 Grade 12 diploma or equivalent. 
 Post-secondary education in office administration, business 

administration, recreation, or a related field is an asset. 
 Experience in office administration, customer service, municipal 

government, recreation, or a related field. 
 Strong communication, organizational, customer service, and 

interpersonal skills. 
 Excellent attention to detail and ability to manage multiple priorities. 
 Proficiency in Microsoft Word, Excel, Outlook, and PowerPoint. 
 Experience with recreation registration and facility booking software is 

an asset. 
 Ability to work independently and collaboratively. 
 Valid Manitoba Class 5 Driver's Licence. 

 


