
Job Description 
Client Services Representative Opportunity in Beautiful Nanaimo, BC 
 
Company Description: 

On the sheltered eastern shores of mid Vancouver Island, Nanaimo is conveniently located to serve 

as a home base for exploring all that Vancouver Island has to offer. Known as the “Harbour City”, 

Nanaimo boasts one of the most picturesque waterfronts in Canada and is home to 89,000 of the 

friendliest people anywhere. Enjoy Spring flowers in February, year round golfing and days at the 

beach, world famous salmon fishing and scuba diving, hiking through old growth forests, ocean 

kayaking, surfing and skiing, perhaps all in the same day. Nanaimo is also just a short ferry away 

from Vancouver and the world renowned ski destination: Whistler. If Nanaimo doesn’t amaze you 

everyday – you’re just not doing it right! 

Prime’ Sport Performance & Therapy is a multi-disciplinary training facility, which specializes in 

optimizing athletic performance as well as rehabilitation. Our state of the art facility, which is 

situated in Nanaimo, includes 6000 sq. ft of training floor, weights, and a large area for yoga. Our 

combined team of sport conditioning coaches, Kinesiologists, Acupuncturists, Athletic Therapists, 

Chiropractors, Nutritionists and Massage Therapists share their complementary expertise to deliver 

precise, customized treatment and training plans for athletes of all ages and abilities. To learn more 

about our company please visit www.primesportperformance.com. 

Our Client Service Representative Mandate: 

To provide a friendly, welcoming and consistently clean client experience at Prime’ Sport 

Performance & Therapy 

Role Summary: 

Reporting to the office General Manager, the primary responsibilities of the Client Service 

Representative is to ensure all Prime’ Sport Performance & Therapy clients have a pleasant and 

welcoming experience while ensuring that our policies, procedures and professional conduct 

expectations are maintained. 

You must be: 

● An excellent communicator both verbal and written 

● Polite, professional, and have a keen eye for detail 

● Knowledgeable (or willing to learn) about the programs, pricing and therapy services 

offered at Prime’ Sport Performance & Therapy 



● Welcoming to clients, aware of their health & fitness goals and able to support the client 

to meet those goals as part of our integrated team. 

Responsibilities of our Client Service Representative: 

● Greet clients and guests in a welcoming and professional manner and maintain strong 

relationships that promote trust & client satisfaction; 

● Perform on-going, shift-specific duties (administrative and other) related to the 

operations of the front desk area, training floor and locker areas in the performance 

center; 

● Maintain a clean and tidy environment, including equipment and change rooms; 

● Responsible for the application of existing policies and procedures including the 

enforcement of our established ‘rules’ and behavioral etiquette expectations of clients 

and members; 

● Schedule, book and take payments for appointments, classes, and programs. Accuracy 

and attention to detail is very important; 

● Develop invoices for programs/rehab clients; 

● Social Media Posts; 

● Video editing; 

● Website maintenance; 

● Answer or make telephone calls, return emails and take care of client or visitor requests 

and inquiries. Process payment transactions for memberships, appointments & classes; 

● Be knowledgeable about the programs and services offered at Prime’ and be able to 

appropriately respond to client enquiries; 

● Proactively seek information and education about programs and services to support 

business growth; 

● Educate clients about the scope of Prime’ business and how Prime’ can help them 

attain their health and fitness goals; 

● Assist in the promotion of programs, services and memberships and provide 

information to prospective clients who enter the performance center seeking 

information about what Prime’ has to offer; 

● Other duties as required 

Qualifications: 

● Minimum 1 year of customer service, hospitality service or administrative experience 



● Excellent communication skills (written and verbal) 

● Computer experience, including Microsoft office, Google Suite and online tools 

● Social Media experience 

● 1-2 years of inside sales experience an asset 

As a member of the Prime’ team, employees must consistently demonstrate the following: 

● Deliver an exceptional client service experience 

● Commitment to and understanding of the principles of integration, collaboration and 

innovation 

● Demonstrate professionalism, excellence, health and wellness at all times 

● Ability to use time and resources effectively and efficiently 

● Strong communication and interpersonal skills 

● Ability to work in a diverse, fast-paced and dynamic environment 

● Demonstrate self-motivation and possess an independent work ethic 

As part of the Prime’ team, benefits include: 

-Working in a diverse, fast-paced and dynamic environment 

-Access to our onsite gym facility 

-Working in a vibrant, motivating and inclusive work culture 

At Prime’: 

We strive to build and nurture a culture of inclusiveness and diversity. As an inclusive workplace, our 

employees are comfortable bringing their authentic selves to work regardless of age, race, gender 

identity, sexual orientation, or physical or mental ability. An environment where everyone, from any 

background, can do their best work fuels our innovation and connects us closer to our clients and the 

communities we serve 
 

We appreciate your interest in becoming a team member at Prime’ Sport Performance & Therapy 

and will review your application as soon as possible. Please note that only the applicants who are 

selected to be interviewed will be contacted. 


