
 
 

JOB DESCRIPTION         
WELLNESS CENTER ASSISTANT                                                                                                                                                                                            

 
 
 

REPORTS TO: W ellness  Cent er  Coord ina t or  
 
EDUCATION & EXPERIENCE:  Bachelor’s  deg ree  in  Exercise  Phys iolog y, Kines iolog y, or  re la t ed  
fie ld . 
 
SKILLS:   

• Unders t anding  of de t erminant s  of hea lt h  and  hea lt h  behavior /change  t heory 
• Know ledge  of American  Colleg e  of Sport s  Med icine  (ACSM) exercise  g uide lines   
• Abilit y t o  design  ind ividua lized  exercise  p rescr ip t ions   
• Abilit y t o  t ake  manua l hemodynamic measurement s   
• Hig hly e fficien t  org aniza t iona l and  p lanning  skills  as  re flect ed  in  ab ilit ies  t o  crea t e  and  

ma in t a in  org aniza t iona l sys t ems , p rior it ize  mult ip le  t a sks, and  p roduce  t imely qua lit y 
result s  

• Abilit y t o  manag e  mult ip le  schedules  (volunt eers  and  pa t ien t s ) in  order  t o  bes t  se rve  
pa t ien t s  

• Abilit y t o  w ork w ell w it h  and  communica t e  w it h  pa t ien t s , s t a ff, ca re  p roviders , and  
communit y members  

• Abilit y t o  handle  sens it ive  pa t ien t  informa t ion  w it h  confident ia lit y 
• CPR Cert ifica t ion  Required  (BLS Cert ifica t ion  Preferred ) 

 
PRIMARY DUTIES: 

• Maint a in  t he  e fficiency and  efficacy of t he  follow ing  opera t ions : W ellness  Cent er  
pa t ien t  cont act  & enrollment , pa t ien t  da t a  collect ion  and  report ing , scheduling  

• Maint a in  t he  e fficiency and  efficacy of pa t ien t  t ra in ing  in  phys ica l act ivit y by crea t ing  
and  implement ing  cla ss /g roup  s t ruct ures , pa t ien t  t ra ining  ob ject ives  and  a ssessment s , 
and  long it ud ina l da t a  collect ion 

• Design  ind ividua lized  exercise  p rescr ip t ions  for  specific popula t ions  such  a s  t hose  w it h  
chronic d iseases  

• Design  and  implement  fit ness  classes  for  employees  (includ ing  short  t e rm  t ra in ings  on  
us ing  equipment ), pa t ien t s , communit y members  

• Serve  a s  resea rch  lia ison  on  w ellness- focused  p roject s  
• Compile  pa t ien t  s t or ies  suit ab le  for  pub lica t ion  in  new sle t t e rs , g rant  p roposa ls , med ia  

pos t s  

 
OTHER DUTIES: 
• Assist with Wellness Center phones and errands 
• Other duties as assigned by supervisor 
 



 
 

PHYSICAL AND MENTAL REQUIREMENTS: 
• Visual and auditory accuracy 
• Indoor setting 
• Continuous use of computer and calculator 
• Frequent periods of sitting 
• Frequent use of telephone 
• Continuous repetitive grasping and manipulation of both hands 
• Continuous conversational communication 
• Occasional reaching, walking, squatting, bending, kneeling, twisting and climbing 
• Occasionally carrying, lifting, pushing and pulling of up to 25 lbs. 
• Occasionally working in confined, noisy, dusty areas 
• Frequent use of personal car 
• Understand/carry out simple/detailed, oral/written instructions 
• Memorize and retain instructions 
• Read and interpret detailed specifications 
 

 
 
REVIEWED WITH EMPLOYEE: 
 
            

        Employee     Supervisor 
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