
 

 

 

 

 

Position Title:  Member Service Specialist 

Position Type:   Part Time – Hourly/Non-Exempt  

Department:   Corporate Wellness 

Source of Supervision: Executive Director 

 

Customer Service Statement 
Our number one goal is to provide outstanding customer service.  Every Corporate Wellness 

employee is expected to be: a good listener, knowledgeable, friendly, professional, helpful, and 

willing to go the extra mile.  We demonstrate values of caring, honesty, respect, and responsibility as 

role models at Corporate Wellness, in the Dow community, and in the Greater Midland community at 

large. 

 

Basic Functions 
Under the direction of the Executive Director, the Member Service Specialist works to ensure 

Wellness Center members and guests have a grand experience, beginning the moment they enter 

our doors, hear us answer their call, or we respond to their e-mail.  The Member Service Specialist is 

also responsible for providing support to the EDC Health Center.  

Essential Functions 
Customer Service 

1. At least 85% of your time should be used interacting with members. 

a. All members should be greeted using their name. 

b. Member Service Specialists should interact proactively with members, guests, and 

colleagues. 

c. Member Service Specialists should acknowledge all guests as they arrive, as well as 

when they depart. 

d. Member Service Specialists register members for classes, enroll new members, schedule 

clinic appointments, answer phones, answer questions, provide administrative support, 

and work as part of a larger health services team. 

2. The other 15% of your time should be used for cleaning, projects, etc. 

3. During peak times, Member Service Specialists should be ready to multi-task and prioritize, with 

direct guest service being the number one priority. 

4. Member Service Specialists answer questions to the best of their ability and find answers when 

necessary. 

5. Member Service Specialists provide information on other operating centers of Greater Midland, 

guidance and support to members and Corporate Wellness team members, and represent 

Corporate Wellness in a positive way at all times. 

6. Be an ExCEED (Exceeding Customers Expectations Every Day) champion, assuring that the entire 

Corporate Wellness operation is adhering to the best practices.  

 

 

 



 

 

Accountability 

1. Member Service Specialists show up for their shifts on time, dressed appropriately, and ready to 

work for our members and guests. 

2. Member Service Specialists are willing to work at least 10 hours per week. Hours may vary. 

3. Member Service Specialists begin and end work on schedule. 

4. Member Service Specialists attend all meetings and training sessions. 

 

Qualifications 
1. CPR & First Aid certifications 

2. Excellent People Skills 

3. Basic computer and keyboarding skills 

 

Interested applicants should submit resumes to Mike Butzu at mbutzu@dow.com with “Member 

Service Specialist” in the subject line.  

 

Corporate Wellness is an operating unit of Greater Midland, a 501(c)3 non-profit organization. 

Greater Midland is an equal opportunity employer. 
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