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POSITION DESCRIPTION


Position Title:	Information Centre/Lost and Found Coordinator
Department:	Volunteer Services	
Position Status: 	Active
Employment Type:	Part-time (15 hours per week), May to August
Employment Term: 	April 29, 2025 – August 30, 2025

POSITION SUMMARY
The coordinator will be responsible for the overall operations of the Information Centre/Lost and Found (ICLF). The ICLF provides general information about campus, event directions and details. It also operates the main lost and found on campus. The coordinator will be responsible for carrying out a customer service role in an approachable and friendly manner. They will work closely with the Coordinator, Volunteer Services to ensure the ICLF runs smoothly and within the Students’ Union Volunteer Services structure.

REPORTS TO: Coordinator, Volunteer Services (CVS)

COMMITMENT:

Hours
This is a part-time, seasonal position. The coordinator is required to work 15 hours per week (11:00 am to 2:00, Monday to Friday). The position starts in May and ends in August. 

Training
Training will be provided prior to the start date.  

Responsibilities
· Learn how to operate the software used to track lost items.
· Receive lost items and return them to owners.
· Record questions/concerns during shifts and maintain accurate statistics.
· Develop knowledge of campus, campus services and events.
· Behave in a friendly and professional manner.
· Maintain accurate statistics.
· Meet weekly with the Coordinator, Volunteer Services to provide program updates, and share ideas or concerns.
· Produce a term-end report.




REQUIRED COMPETENCIES:
· Currently enrolled as an undergraduate student at the University of Calgary.
· Strong administrative and technical proficiency to support the daily transactional requirements of the IC/LF.
· Intermediate to advanced computer skills using MS Office applications. Proficiency in operating standard office equipment (e.g., printers, photocopiers, etc.).
· Exceptional time management and multi-tasking skills to meet daily work deadlines and emerging priorities.
· Well-developed written and verbal communication skills to ensure self and others have a clear understanding of plans, activities, issues, and other relevant information, and to ensure information is shared in an effective and collaborative manner.
· Superior interpersonal skills to interact positively and professionally with students and campus community members from diverse backgrounds.
· Discretion, good judgment, personal motivation, and the ability to work independently. 
· Ability to maintain composure under pressure.
· Excellent customer service skills to assist in determining customer needs and providing appropriate levels of assistance in a high energy and busy environment.



BENEFITS
· Gain a better understanding about campus and the numerous services offered by the Students’ Union and University of Calgary.
· Develop customer service and organizational skills.
· Learning to work within a non-profit environment.
· Being part of a team, preparing for the work world.


 	The successful candidate may be able to re-apply for this position provided they are enrolled in undergraduate studies.
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