
Recreation and Wellness Services
25800 Carlos Bee Blvd, Hayward, CA 94542

510.885.4749 | 510.885.7098 (fax)
www.csueastbay.edu/raw | rawcenter@csueastbay.edu

Position Title: Student Assistant Coordinator, Equipment Rental
Status: Student Part-time/Hourly
Location: California State University East Bay, Hayward, CA
Reports To: Member Experience Coordinator

Position Description
Within Recreation, Wellness, and University Unions (RWUU), the Student Assistant Coordinator of Equipment 
Rental supports the Member Experience Coordinator in the vision, development, and the implementation of the 
various aspects related to day-to-day management of Equipment Rental ensuring that user needs are being 
addressed resulting in a positive experience. Additionally, the Assistant Coordinator for Equipment Rental;

● Engages in student professional development through the enhancement of the Do Well-Being You (U)
Principles of Leadership Model including problem solving, communication, teamwork, and a
commitment to the member experience;

● Assists with creating a culture of sustainability for the department and campus community by helping to
fashion a more just, humane, and sustainable world;

● Upholds policies, procedures, and environmental strategies to minimize risk and enhance the general
safety of users and employees.

Essential Duties and Responsibilities
1. Administrative

○ Regular attendance at scheduled staff meetings and semesterly RWUU meetings;
○ Collaborate in the planning and execution of regularly scheduled staff meetings;
○ Active involvement in staff scheduling, outreach coverage, and tracking of hours worked;
○ Provide mentorship, training, and guidance for component area staff;
○ Develop promotional messages, marketing, and social media material for component area;
○ Daily completion of end-of-shift reports, logs, and/or component area specific documentation;
○ Serve as backup during peak hours, staff absences, and/or as needed;
○ Assist with updating operational binders/manuals and procedures related to equipment rental;
○ Maintain prompt hours and follow absence procedures;
○ Maintain knowledge of all aspects of equipment rental software system (Fusion), as well as

system reporting capabilities;

2. Equipment Rental
○ Maintain inventory of the equipment/reservation services and communicate needs when supplies

are running low or when equipment needs replacement;
○ Assist with oversight of equipment reservations/packages;
○ Assist with general cleaning, rotation, distribution of all equipment related to Equipment Rental;
○ Oversee the cleaning and storage of all equipment;
○ Conduct weekly towel counts of bath and sweat towels;
○ Report needs of laundry supplies and maintenance to full-time staff;
○ Maintain lost and found items and assist with routing to donation centers.

3. Miscellaneous




