
 
 

Immediate Opening for a Membership Services Coordinator 

Full Time  

 

Kitchener Waterloo Skating Club (KWSC) 

The KWSC is located in the twin cities of Kitchener-Waterloo, with our home facility at the Carolyn Fedy Skating 

Centre, RIM Park. With over 2500 members, KWSC is Canada's largest skating club. From preschoolers to adults, 

we have taught thousands to skate. We also operate competitive programs that have sent singles skaters, dance 

pairs, freeskate pairs, and synchronized skating teams to compete in the Canadian Championships, as well as 

international competitions. 

 

Reporting directly to the Programs and Events Manager, the Membership Services Coordinator will take primary 

responsibility for managing the needs of our members.  

 

This position is 40 hours per week. Flexible office hours; must be available some Saturdays. 

 

Job Summary 

 Ambassador for KW Skating Club at all times  

 Establish positive relationships with our customers through effective communication and problem solving 

appropriate to each individual customer’s needs in writing, by telephone and in person  

 Ability to use the KWSC online registration portal for seasonal events and competitions, ensuring 

accurate data  

 Timely, accurate responses to customer inquiries accessing management or coaching information as 

required   

 Create appropriate advertising and marketing materials for all skating program  

 Ensure financial batches are posted on a daily basis and turned over to the accountant 

 Assist in updating and creating content for the organization’s social media presence and website  

 Provide membership statistics and other reports as required 

 Day to day general office duties as assigned 

Education/Experience /Qualifications  

 A proven team player with a willingness to support all operations 

 Demonstrated attention to detail  

 Commitment to excellence in customer service while handling multiple customer requests.  

 A self-starter with a positive disposition and helpful attitude  

 Strong relationship, negotiation, administration and problem-solving skills  

 Demonstrated computer literacy including CRM software, Word processing, Excel, and Adobe Suites 

 Ability to plan work, set goals and provide service independently where required  

 Administrative experience required 

 Post-Secondary education an asset 

 Knowledge of skating (hockey and/or figure skating) an asset 

 

Please email your resume and references in confidence to: hiring@kwsc.org  

Only those applicants selected for an interview will be contacted. 


