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Student Services Assistant – Volunteer Role 

 

The British Columbia Institute of Technology Student Association (BCITSA or ‘SA’) is a non-profit 

student service and advocacy organization at BCIT with a mandate to enhance student life. Our 

programs and services are designed to benefit and support all 48,500+ full-time and part-time 

students across BCIT’s five campuses. Students lead our organization and govern the affairs of 

the BCITSA. Our Board of Directors is composed of 12 elected Student Executives and Student 

Councilors from each of the different Schools at BCIT. 

 

WHAT WE OFFER 

• Gain valuable skills and experience in student services that you can put on your resume.  

• Make a positive impact in the BCIT community and support your fellow students through 

information sharing and referrals.  

• Practice your communication skills working with the diverse BCIT community. 

• Reference letter upon the completion of 100 volunteer hours. 

• Eligibility for BCITSA Awards (Laurie Jack Award and SA Champion Award). 

• Free coffee and tea from the Stand Stores during volunteer shifts. 

 

 

ABOUT THE POSITION 

Position: Student Services Assistant (Front Desk, Food Pantry, and Tabling) 

Status: Volunteer  

Reports To: Student Services Managers 

Shift: Flexible based on your availability (minimum 3 hrs per week) 

BCITSA Hours of Operation: Monday to Friday, 8:00 AM – 4:00 PM  

 

The BCITSA is looking for Student Services Assistant volunteers who can help with our front desk 

reception, administration duties, food pantry services, and (or) tabling at different locations on 

campuses. As a Volunteer, you will gain valuable experience in the following areas: 

 

Front Desk Support:  

− Act as the first point of contact for all students and guests; ensure they are being dealt 

with in a professional, courteous, and timely manner as well as provide appropriate 

advice and assistance.  

− Answer and direct incoming calls at the front desk. 

− Provide occasional administrative assistance to Student Services Staff.   

 

 

 

Student Services Tabling:  
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− Create a visible, approachable, welcoming presence through tabling on various locations 

on Burnaby and (or) Downtown campuses, including greeting, assisting, informing and 

engaging with BCIT students.  

− Raise awareness of BCITSA services and answer a diverse range of questions. 

 

Food Pantry Support:  

− Assist staff in picking up food donations. 

− Quality checking, packing, and stocking donations. 

− Assist staff in welcoming students to the Food Pantry, explaining what food is available, 

and creating a safe and friendly environment. 

− Assist the team with restocking and food distribution tracking.  

 

 

ABOUT YOU 

With a proactive, engaging attitude you are someone who promotes customer service, 

teamwork, and communication in line with our culture and objectives. You are positive, student-

oriented, and resourceful in your abilities to support the operation of the BCITSA Student 

Services. In addition, you must have:  

− Full-time or part-time BCIT student status, or alumni status. 

− Basic proficiency using Windows computers. 

− Availability to commit 3 hours/week to volunteering.  

− If you are volunteering with the Food Pantry, you must be willing to take our internal 

food-safe training, and be able to lift to 25 lb. 

 

 

HOW TO APPLY 

If this sounds like you, we would love to hear from you. Please apply using our online form:  

BCITSA Volunteer Application 
 

BCITSA encourages applications regardless of race, colour, ancestry, place of origin, political belief, 

religion, marital status, family status, sexual orientation, physical or mental disability, 

gender, gender identity, or age. We value equity and diversity in the workplace, and the positive 

impact that it has on our teams. Upon receiving an interview, you may request accommodation 

for any accessibility needs. 

 

BCITSA respectfully acknowledges that the land on which BCIT’s main campuses are located is the 

traditional and unceded territory of the Coast Salish peoples, specifically the shared traditional 

territories of the Səl̓ílwətaʔ/Selilwitulh (Tsleil-Waututh), Sḵwx̱wú7mesh Úxwumixw (Squamish), 

and  xʷ məθkʷəyə̓ m (Musqueam) First Nations. 

https://app.smartsheet.com/b/form/a9ed76c9ba2c46dbab78a4ee481ec89d
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