
 
 
Administrative and Program Assistant Volunteer  
 

About Baycrest: 
  
At Baycrest, our vision is a world where every older person lives with purpose, fulfilment and 
dignity. Baycrest is a global leader in aging and brain health innovation, with over 105 years of 
expertise in seniors' care and cutting-edge research. Baycrest has been Designated with 
Exemplary Status by Accreditation Canada, and drives industry-leading care and safety 
outcomes. As the home of the Centre for Aging + Brain Health Innovation (CABHI) powered by 
Baycrest, the Baycrest Academy for Research and Education (BARE) and the Canadian 
Consortium on Neurodegeneration in Aging, Baycrest is at the forefront of dementia research. 
Affiliated with the University of Toronto, Baycrest's training programs shape the future of care 
globally, while Baycrest Global Solutions extends its expertise to senior living and healthcare 
internationally. For more information, visit: baycrest.org. 
 
About The Kimel Family Centre for Brain Health and Wellness: 

The Kimel Family Centre for Brain Health and Wellness is the world’s first research-based 
community centre dedicated to reducing dementia risk and examining the benefits of 
personalized brain health programming for people aged 50+.  

As an Administrative and Program Assistant Volunteer, you will support the Program 
Manager, the Administrative Team, the Health and Wellness Coordinator, as well as the 
members of the Kimel Family Centre for Brain Health & Wellness (“Kimel Family Centre”).  

Responsibilities:  

●​ Be a friendly and welcoming face as members enter the building.  
●​ Assist with program execution (virtual and/or in-person) for the Program Manager and 

Health and Wellness Coordinator (i.e. program set-up, co-facilitation, tech support, 
handout printing, room set-up/tear down, etc.).  

●​ Direct members to program rooms, research appointments and washrooms. 
●​ Assist members with questions re: parking, registration, etc. 
●​ Conduct supply inventory. 
●​ Fold towels.  
●​ Cover breaks for the Administrative Team. 
●​ Prepare welcome folders. 
●​ Prepare dog bowls with water for service animals. 
●​ Confirm the start/end times of classes. 
●​ Provide members with locker keys for the pool and gym.  
●​ Help members with arranging a taxi or rideshare, when needed  
●​ Play an integral role in organizing and disseminating the program evaluations and 

support the Program Manager and/or Health and Wellness Coordinator in summarizing 
the results.  

https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.baycrest.org%2F&data=05%7C02%7Cnsingh%40research.baycrest.org%7C89d8d432b1a8420384d208de74b5f69c%7Cc5b47615184c4c3db21328621d818036%7C0%7C0%7C639076522038677795%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=ign4ltC%2By2lrDsj5SsjSIRmwHkh5rJZxE3Fbtj51ssI%3D&reserved=0


●​ Assist with maintaining attendance records where applicable. 
●​ Serve as a buddy for members who need assistance during programs. 

  

Skills:  

●​ Excellent communication and interpersonal skills.  
●​ Exceptional leadership, confidence and team-building skills.  
●​ Ability to work independently and as a part of a team with efficiency and accuracy.  
●​ Working knowledge of and comfort using Google Sheets and video-conferencing 

solutions, such as Zoom.  
●​ Ability to provide great customer support, displaying friendliness and 

professionalism at all times.  
●​ Aptitude or interest in health promotion.  
●​ Prior/current educational or professional experience in Gerontology, Kinesiology,  

Exercise Physiology, Program Development, Project Management, Operations or 
related fields is an asset.  

Schedule:   
●​ Typically, Sunday to Friday. 
●​ Shifts can range from two to four hours in length, ranging from 8 a.m. to 8 p.m. 
●​ Shifts can be in-person or virtual, depending on the volunteer’s assigned tasks and what 

programs they are supporting. 
 

 


