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Job Description 

Administrative Assistant 3 – Head Office 

Effective: 03 November 2018                    Revised:  

SUMMARY  

• Provides clerical and administrative assistance to the Operations Manager, Human Resource Managers, Bookkeeper, 
and other executives;  

• Prepares correspondence, reports and other documents;  

• maintains a variety of financial and office records, files and related systems. 

QUALIFICATIONS 

Education and Experience 

1. Grade 12, plus completion of a program of up to one (1) year in business or office administration training; 
2. Business Math or equivalent (i.e. ABTP 120T); 
3. Completion of an Applied Business Technology course such as “Administrative Assistant” a significant asset; 
4. Courses in spreadsheets and databases a significant asset; 
5. Training in communication ((i.e. CYC 252 ) an asset; 
6. Three (3) years recent related experience. Or an equivalent combination of education, training and experience. 

Skills and Knowledge 

INTERPERSONAL SKILLS 

1. Remains calm in a busy office environment; 
2. Maintains healthy personal and professional boundaries (see ICCS code of ethics); 
3. Performs effective conflict resolution with team members;  
4. Possesses both assertiveness and tact when coaching, training, and directing volunteers and other employees; 
5. Works as a member of a team and senses and contributes to the programs therapeutic culture; 
6. Practices self-care. 

TASK RELATED SKILLS  

1. Task oriented with attention to detail; 
2. Understands basic data management, and the systems and technologies to track and manage data; 
3. High degree of accuracy in performing detailed calculations; 
4. Able to perform transcription and write and edit correspondence and find and correct errors documents and records; 
5. Knowledge of standards in accounting practices; 
6. Able to understand and follow sequential instructions consistently; 
7. Proficient at time management and organization including the ability to prioritize and multitask; 
8. Works as a member of a team; 
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9. Understands and practices self-care; 
10. Demonstrates professionalism, including the understanding and practice of professional ethics; 
11. Knowledge of community resources an asset; 
12. Proficient at maintaining a clean and well-ordered environment;  
13. Follows protocols and procedures consistently and faithfully, remembering the spirit and intention behind them; 
14. Adapts to changes in the work environment, including changes in technology and best practices; 
15. Learns and acquires new skills to maintain competency on the job, including skills related to office tasks, client care, and 

professional development. 

COMMUNICATION SKILLS 

1. Has mastery of the methods of communication established in office environments; 
2. Communicates well verbally and in writing and is proficient with the required technology and applications; 
3. Able to consistently follow guidelines for documentation; 
4. Proficient at typing and interacting with computers to enter data on a daily basis. 

KNOWLEDGE 

1. Understands the processes that lead to good administration of an organization or business; 
2. Understands standard accounting and business practices; 
3. Possesses a basic understanding of the sector, including concepts such as “Housing First,” and “Harm Reduction;” 
4. Possesses knowledge of theories, principles, and practices in office management; 
5. Sensitive to cultural and ethnic taboos and teachings related to gender; 

REQUIREMENTS 

1. Required to possess and maintain a moderate level of physical fitness; 
2. Required to fill out and submit the Ministry of Public Safety and Solicitor General’s “Criminal Records Review Program 

Consent to a CRIMINAL RECORD CHECK” form #PSSG10-031 (for working with children and/or vulnerable adults) prior to 
training or working a shift; 

3. Required to understand the philosophy of ICCS and adhere to and reflect the Society’s code of ethics to the community; 
4. Required to have a class 5 drivers licence and dependable transportation; 
5. Required to use a client-centred and strength-based approach to meet people where they are at. 

DUTIES 

RECEPTION 

1. Provides a warm welcome to guests, visitors, and others who come to head office to attend to business; 
2. Screens and prioritizes incoming correspondence and other materials for all executives and staff at head office; 
3. Answer the telephone in professional and friendly manner, and provides basic information and call routing; 
4. Reads e-mail enquiries and forwards to appropriate recipients; 
5. Provide referrals of telephone and e-mail inquiries to resources in the community, including those related to 

homelessness, poverty, treatment, and housing. 

DATA AND INFORMATION  

1. Collects, researches, organizes and summarizes data, for reports and publications; 
2. Reviews, analyses, corrects, organizes, and standardizes data from society sources to insure a high degree of accuracy’ 
3. Inputs data to the society databases; 
4. Assists with funding applications to foundations and governments using the designated software; 
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5. In Cooperation with the Resource Development Coordinator and Information Manager maintains a unified donor record 
from a variety of donation sources; 

6. Provides support with maintenance of the organization's online database and communicates with each program to 
Assists program staff to insure data integrity through training and troubleshooting; 

7. Maintains an inventory of office equipment and supplies; 

HUMAN RESOURCES 

1. Assists the Human Resources Manager in the recruitment process including performing reference checks, scheduling 
interviews, and directing applicants and employees who arrive for interviews and meetings; 

2. Updates, reviews, and maintains employee files as necessary; 
3. At the director of the Human Resource Manager replies to prospective employers for former and current employees and 

provide employment references and letters confirming employment;  
4. Coordinates and supervises volunteers in the office. 

OPERATIONS 

1. Assist the Operations Manager to maintains client and program information using spreadsheet, databases, and files; 
2. Produces ad hoc reports from databases as required by The Operations Manager by identifying and organizing the 

required information, compiling data, designing format, and printing reports; 
3. Provides word processing, data input and typing support such as correspondence, meeting minutes, forms and client 

information; drafts routine correspondence such as thank you letters, client appointment letters and internal 
memoranda; 

4. Assists in coordinating and completion of projects; 
5. Assists with the various operational processes related to payroll, including the correction of time cards, notifications to 

managers and employees of errors and requirements, and all other related duties.  

BOOKKEEPING 

1. In cooperation with the Bookkeeper, assists employees with benefit-related questions, claims and forms;   
2. As directed, assists the Bookkeeper and Finance Manager to tracks office or program expenditures, records expenses, 

and alert managers of budget overruns and unusual expenses, and maintains a variety of financial records such as petty 
cash fund, purchase orders and cheque requisitions. 

OFFICE MANAGEMENT 

1. Performs cleaning activities to ensure that the offices, floors, windows, washrooms, and other areas are clean and 
present a professional image; 

2. Washes dishes, manages the fridge and other food storage areas and waste collection bid to insure sanitation standards; 
3. Makes requests to the Office Manager or Operations Manager for repairs, painting, and beautification so that the Head 

Office presents a pleasing, calming, and professional appearance for workers and guests; 
4. Arranges meetings, schedules appointments and makes travel arrangements;  
5. Books rooms for meetings and keeps an up to date calendar of all bookings; 
6. As directed by an Executive, creates agendas and takes minutes at meetings; 
7. Collaborates in the creation office systems and routines; 
8. Signs for and distributes UPS/FedEx or similarly delivered packages;  
9. As needed performs general clerical duties including, but not limited to, writing letters, copying, faxing, mailing and filing;  
10. Files and retrieves organizational documents, records and reports as directed; 
11. Arranges for the repair and maintenance of office equipment; 
12. Occasionally deliver important documents using own vehicle; 

EVENT AND CAMPAIGN SUPPORT 

1. Participates in the organization, planning, and execution of society meetings, fundraising events and public relations 
events at the request and direction of the Resource Development Coordinator or an Executive; 
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SAFETY AND SECURITY 

1. Follows all safety and health standards for a supportive housing kitchen; 
2. Ensures that equipment is cleaned and maintained according to established routines; 
3. Trains and oversees staff to ensure safety and sanitation in food preparation areas; 
4. Trains and supervises staff to exceed basic sanitation standards; 
5. Creates, modifies, or revises all security protocols; 
6. Supervises the installation, maintenance, and use of all security systems and measures to insure a safe and secure office 

environment, including all necessary security measure for physical and electronic files. 

WORKING WITH OTHER STAFF 

1. Keeps the Executives and Managers informed of important matters related to administration, the functioning of Head 
Office and any changes in procedures or routines; 

2. Meets regularly with other office staff to coordinate activities within the building and review issues, operations, goals, 
and team performance.  

ADDITIONAL DUTIES 

1. Adhere to all policies and procedures and all food safety requirements and legislation; 
2. Other duties as assigned.  


