
LOWER SIMILKAMEEN 
COMMUNITY SERVICES SOCIETY 

 

Job Title: Community Concierge  
 
Benchmark: Administrative Support 2 80101 – Classification Grid: 2 
 
Immediate Supervisor: Kyalami Place Assisted Living Housing Coordinator 
 
Bargaining Unit: None 
 
Approved on:    
 
JOB SUMMARY: 
Reporting to the Assisted Living Housing Coordinator and in keeping with the COVID-19 Orders 
of the Provincial Health Officer, the Community Concierge’s primary role is to greet and engage 
with all individuals entering the building such as visitors, employees, and contractors and 
deliveries to ensure their attendance at the site is essential and to ensure non-essential visitors 
understand entrance restrictions.   

The Community Concierge supports the safety of tenants and their families, and staff, by 
communicating information about visitor limits in a thoughtful and informative manner. Duties 
include reception, scheduling of tenant visits, producing, maintaining and distributing a variety 
of documents; interacting with Tenants and their families ensuring the efficient operation of the 
Tenant Visitor program, and supporting tenant socialization and wellness, including essential and 
non-essential tenant support. 

The Community Concierge provides logistical and administrative support to Kyalami Place. Note 
with the ever-changing environment, shifts and duties could change. Candidates would be well 
suited for this position if they have administrative and office skills; and a background in 
customer service with interpersonal skills and the ability to create a positive environment for all 
stakeholders. 

TYPICAL DUTIES AND RESPONSIBILITIES: 
1. Identifies if a visit is essential by communicating with all people who present at points of 

entry for the assigned entrance or site by following the script and documentation 
provided for the role. 

2. Explains Interior Health and site specific entrance restrictions as required. 
3. Asks self-assessment questions by using the provided script and documentation or helps 

individuals presenting at the site to complete the BC COVID-19 Self-Assessment Tool. 
4. Provides directions to essential visitors regarding the location of various departments 

and services. 
5. Follows established communication channels to raise concerns to site leadership. 
6. Cultivates as safe an environment as possible for those entering the facility, while still 

adhering to infection prevention protocols and directions, violence prevention, and 
cultural safety training. 

7. Administers the Tenant Visitor Program, including liaising with visitors, scheduling 
appointments, assembling files and maintaining records. Creates and distributes poster 
displays and communications to Tenants and families. 
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8. Acts as a champion for infection prevention and control, maintaining a minimum supply 
of sanitization supplies, and ensuring completeness of sanitization records 

9. Follows direction and criteria for providing PPE to visitors. 
10. Sorts and files forms and documents as required. 
11. Supports Tenant socialization and wellness 
12. Performs other related duties as assigned. 

 
QUALIFICATIONS: 
Education, Training and Experience: 

 Grade 12, one year recent related experience or an equivalent combination of education, 
training and experience. 

 A clear Criminal Records Check for work with Vulnerable Populations is required. 

 WHMIS training 

 

 
Skills and Abilities: 
 Ability to communicate effectively, both verbally and in writing. 
 Ability to work effectively with others. 
 Ability to keyboard at 45 wpm. 
 Ability to organize work. 
 Ability to operate related equipment. 
 Physical ability to carry out the duties of the position. 
 

 
 
 


