
 
 
 
 
 
 

 

 
 

Job title 
Wellness & Rewards 
Coordinator   

Job Holder  

Reports to 
Chief Human Resources 
Manager 

Section Human Resources 

 

Background Information 
 
This position is responsible for planning, designing, implementing and evaluating a 
comprehensive wellness program for the employees of the Health Services Authority with 
a balanced emphasis (e.g. fitness, nutrition, physical health, and mental/emotional health) 
but is not limited to this emphasis.  The deliverables must meet the overall health and 
wellness needs of our employees over time.  This post holder coordinates and formulates 
the rewards, recognition and benefits strategies aligned to the HSA business needs.   
 
Job purpose 
 
To provide a unique and comprehensive health,  wellness, and rewards program 
encompassing a wide range of services to improve the health and well-being  and 
motivation of the entire employee population including wellness newsletters, health 
screenings, wellness presentations, lunch and learns,  recognition and rewards programs 
and much more.   
 
To improve the health and productivity of employees and potentially improving the overall 
cost of employer-provided health care. 
 
Dimensions 
 

a. Post holder has no budgetary responsibilities. 
b. Post holder must have the ability to relate to people to win their confidence and 

establish rapport.  
c. Post holder must have the ability to liaise with people of diversity and at all levels, 

professional, business managers and community group leaders. 
d. Workload will be driven by the employees’ uptake of the wellness programs offered. 
e. Develop 6-8 wellness programs a year 
f. Create 12 wellness newsletters  
g. Accommodate programs for 900+ staff at all levels.   

 
Duties and responsibilities 
 

 

1. Provide leadership to the Wellness Program Committee in assessing, developing, and 

establishing measurable objectives and program content consistent with employee 



 

 

 

 

 
 

wellness interests and needs. The post holder will also be responsible for leading 

special projects and wellness initiatives within the HSA.  

2. Recruit and facilitate Wellness Champions within the departments of the Health Services 
Authority (HSA) to assist with aspects of programme delivery. 

 
3. Monitor program budgets and assure appropriate expenditure of funds with detailed 

record keeping and reporting to all funding sources of wellness activities.  
 
4. Collaborate with the human resources department and insurance companies and other 

stakeholders to promote preventative health benefits.  
 

5. Assume responsible for developing, planning, marketing, and executing wellness 
initiatives/staff fairs and programs to reduce health risks, medical costs and encourage 
healthy lifestyles. Develop marketing campaigns to promote a healthy lifestyle for staff.  

 
6. Track attendance, participation, or performance data related to wellness events. In 

addition, operate, and instruct others in, proper operation of the staff gym fitness 
equipment, such as weight machines, exercise bicycles, benches, hand weights, and 
fitness assessment devices. The post holder will also maintain wellness- and fitness-
related schedules, records feedback and  reports of staff participating in wellness 
programs. 

 
7. Responsible for gathering and analyzing data to measure program success on wellness 

initiatives and compiling an annual comprehensive report that outlines the financial 
impact of the wellness program. The post holder is also required to conduct surveys to 
determine interest in, or satisfaction with, wellness and fitness programs, events, or 
services. Maintain accurate records using computer technology.   

 
8. Coordinates fitness or wellness classes, such as yoga, aerobics, and weightlifting, 

aquatics, meditation, ensuring a diversity of class offerings. 
 

9. Establish multiple criteria, procedures, and instruments for assessing wellness program 
effectiveness to employees, such as developing and disseminating an annual employee 
survey.  

 
10. Develop creative program materials, including promotional items and communicate 

clearly and effectively employee wellness opportunities through multiple venues, such 
as developing and maintaining an employee monthly wellness newsletter and web page 
on the staff intranet and social media.   

 
11. Keep abreast of current national wellness initiatives and activities in tandem with the 

deliverables from the health promotion officer; develop a network of resources and 
contacts to further expand the Employee Wellness Program. Explore ideas and 
opportunities to personalize programs to increase employee participation.  

 
12. Develop and maintain ways to monitor and keep abreast of public and private sector 

reward recognition and benefits policy and explore progressive reward arrangements 
that may be implemented within the HSA.   



 

 

 

 

 
 

 
13. Analyze the market competitiveness and cost-effectiveness of rewards to ensure they 

optimize HSA’s ability to attract top talent using various methods and techniques on 
direct financial, indirect financial and non-financial compensation and benefits elements.  

 
14. Organize the process for formally recognizing staff through annual recognition of tenure 

of service, individual accomplishments, and milestones.   
 

15. Assess employees’ needs by conducting organizational surveys to find out what 
motivates and engages employees. 

 
Administers monthly Birthday program for staff ensuring birthday greetings are sent 
with gift cards.   

16. Organizes functions for retiring/resignation of staff including farewell functions, plaques 
and gifts on behalf of the HSA.  

 
17. Conducts monthly rounding wellness checks of staff with the assistance of HR staff and 

produces a monthly report. 
 

18. Produces monthly newsletter for staff keeping up to date with staffing evets and 
participation. 

 
19.  Perform other job related duties as assigned within the Human Resources       

Department.   
 

Qualifications, Experience & Skills Requirement 

• Bachelor’s Degree in Health Promotion/Fitness/HR or related field 

• Four or more years related industry experience preferably in a health plan, health 
improvement or related environment or equivalent combination of education and 
health fitness leader.  

• Knowledge of a broad range of wellness and fitness topics and a commitment to 
wellness and the promotion of life learning and improvement.   

• Previous experience with employee rewards & recognition programs would be 
beneficial.   

• Excellent written and oral communication and interpersonal skills and the ability to 
influence across all employee levels and effectively make presentations to small or 
large groups of employees.  

• Strong attention to detail with the ability to perform a variety of tasks simultaneously 
whilst prioritizing and handling projects under tight deadlines. 

• Ability to maintain confidential documents and information. 

• Ability to establish and maintain effective relationships with internal customers and 
external vendors.  

• Ability to conduct benchmarking analysis, and environment and culture assessments 
to aid in program development and produce such reports.  

• Ability to work with insurance providers and others to increase employees’ 
participation in lifestyle management programs and leverage the medical plans for 
wellness initiatives.   



 

 

 

 

 
 

• Ability to integrate wellness/fitness program initiatives into culture and organizational 
strategic goals.  

• Ability to present self as a forward thinker, energetic, motivated, creative, organized, 
relationship builder and a leader.   
 

Reporting Relationship 
 
 
    
 
 
                                    
 
                                    
 
 
 
 
Direct reports 
 
There are no direct reports; however, the employee will provide general direction to the 
volunteers and participants of the Wellness program. 
 
Other Working Relationships: Works collaboratively with the Human Resources team and 
other departments on cross-functional programs and initiatives for employees.   
 

CHRO, HR Manager, Health Promotion Officer, Community Dietician, Non-Governmental 

Organizations involved with Wellness, BritCay/Colonial Life. 

 
Decision Making Authority and Controls 
 
Has the authority to implement the wellness initiatives as approved by the Chief Human 
Resources Officer.   Prepares plans for wellness programmes.   
 
Working conditions 

While performing the duties of this job, the employee is frequently required to sit, talk, lift, 

carry, move about, hear and speak.  Employee may be required to perform extensive work 

at a computer display terminal. The employee must be flexible as job may require to work 

irregular hours/and weekends to accommodate staff wellness initiatives.  

The noise level in the work environment is usually moderately quiet but can be loud on 

occasion depending on the discharge of the post holder duties. 

Wellness Coordinator 

CHRO 



 

 

 

 

 
 

Physical requirements 
The employee may occasionally be required to lift and/or move promotional material.  

Problem/Key Features 
 
The role requires the individual to multitask and operate on tight deadlines.  Some weekend 
and out of standard working hours may be needed to facilitate employee functions. 
 
Evaluation Metrics 
 

• Report to work promptly when scheduled  

• Be able to work under minimal supervision. 

• Relate effectively and work respectfully with diverse work groups  

• Ability to consistently perform well during times of increased workload with multiple 

projects to meet deadlines.  

• Ability to travel as needed to other locations  

 

Approved by: 
 

 

Date approved:  

Reviewed:  

Next Review  

SJB 01/9/20  

 


