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CONCESSION CLERK JOB DESCRIPTION

POSITION SUMMARY: The Concession Clerk position reports directly to the Director of
Operations. The position will be responsible for operating and handling the activities at the NorWest
Recreation Centre concession stand.

GENERAL RESPONSIBILITIES

1. Welcome guests who approach the concession stand
. Take orders for food and beverages and prepare food items.

3. Process cash payments and tender change, along with ensuring that all received cash is well-
accounted for and stored in a safe area.

4. Participate in the set-up of concession stands, arrange inventory of supplies, and
communicate shortages of deficiencies to your direct supervisor.

5. Perform clean-up duties after each shift and ensure that concession stand is sanitized and
tidied up for the next attendant

6. Handle light bookkeeping duties by creating and maintain reports of cash received against
food and beverage items sold

7. Clean and maintain food preparation equipment on a regular basis

8. Assisting in the concession with setting up/taking down, cooking and cleaning up for
tournaments

9. Performs such other related duties as may be assigned.

KNOWLEDGE AND SKILLS REQUIRED

1. Superior customer service skills and the ability to deal with the public and staff in a courteous and
tactful manner.

2. Ability to handle physical activities, stand and walk for long periods of time.

Ability to work well in a team environment.

4. Ability to communicate effectively and concisely, both orally and in writing.

(98]

HOURS OF WORK

Casual position: Less than 24 hours per week.

AFFILIATION: UNION APPROVED BY: CAO

PREPARED BY: HUMAN RESOURCES SUPERSEDES DATE: NEW

EFFECTIVE DATE: OCTOBER 13,2020 | SALARY RANGE: AS PER CONTRACT
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The Municipality of Oliver Paipoonge is seeking applications for the position of a Casual
Concession Clerk at the NorWest Recreation Centre.

Duties:
Reporting to the Director of Operations, this position will be responsible for cleaning the arena,
assisting in the concession including set up for tournaments, cooking and cleaning up in the
concession and other duties as may be assigned.

Minimum Job Requirements:

Strong customer service and interpersonal skills
Ability to work flexible hours, weekends, days and evenings
Safe Food Handling Certificate (or willingness to complete)

Reliable Transportation

Wages and Hours of Work:
As per Collective Agreement $18.96/hour
Varied times during the week and weekends, days and evenings

A more detailed job description is available upon on our website.
https://oliverpaipoonge.ca/municipal-office/employment

How to Apply and Deadline
Please forward resume and cover letter directly to the Human Resources Clerk by 4:00 pm,
on Tuesday August 18, 2026, at the address below or by email. If emailing resume/cover
letter, please send in PDF format only. Be advised that resumes in other formats will not be
opened.

Human Resources Clerk
Municipality of Oliver Paipoonge
3250 Hwy 130
Rosslyn ON P7K 0B1
Phone: (807) 935-8675
Email : humanresources@oliverpaipoonge.on.ca

The Municipality of Oliver Paipoonge is an equal opportunity employer. Reasonable
accommodations are available upon request for all parts of the recruitment process.

Only candidates selected for an interview will be contacted. Applicant information is collected
in accordance with the Municipal Freedom of Information and Protection of Privacy Act.

A.l. is not used during the selection or recruitment process.
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