ADMINISTRATIVE ASSISTANT
JOB DESCRIPTION

Department Alternative Care

Immediate Supervisor Manager of Alternative Care

Location Manitoulin/Sudbury

Salary TBD

OVERVIEW:

Working under the supervision of the Manager, the Administrative Assistant will perform a variety of

general administrative and clerical services. The incumbent will be required to both take direction and

work intuitively to support the completion of the department’s goals and objectives in a professionally

and culturally appropriate manner.

RESPONSIBILITIES:

1. Will coordinate the department’s administrative activities in an effective, up to date, and accurate

manner by:

Actively participates in the department’s strategic planning sessions;

Works cooperatively with all team members to support the achievement of work plan activities
designed to achieve identified goals and objectives;

Operates office equipment such as computers, fax machines, photocopiers, voice mail
messaging systems and computer scanning equipment to complete department tasks;

Performs clerical functions such as preparing correspondence, receiving visitors, arranging
conference calls, and scheduling meetings for the Manager or designate;

Coordinates and organizes department meetings and conferences including meeting venue
bookings, catering requirements, sets up the room with audio-visual equipment and flip charts
and tends to other requirements of department meetings;

Completes internal and external correspondence, legal documents, form letters and other
documents, and distributes them as directed;

Prepares meeting agendas, records and distributes meeting minutes, and maintains organized
files of same;

Coordinates any required repairs to office equipment;

Coordinates and completes significant special projects independently or in cooperation with
other groups as directed by the Manager, or designate;

Develops, implements and maintains agency procedures within the department;

Arranges for department team travel including making hotel accommodations and land and air
transportation bookings;

Maintains adequate office supply of all department supplies used within the department;
Understands and adheres to all Agency policies and procedures.
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2. Will perform administrative and clerical support to the Manager in accomplishing their roles and

responsibilities. This includes:

Assists in the development and distribution of staff schedules;

Produces forms, schedules, and correspondence as required;

Completes confidential administrative services for the Manager;

Produces and/or assists in the production of all required internal and external reports;

Regularly reviews progress on standard department deliverables and takes appropriate action to
ensure timely completion of all department tasks;

Coordinates liaison activities with other agency departments;

Assists in the development of the department budget and ensures spending remains within
acceptable variances;

Supports the Manager in addressing any personnel matters within the department;

Verifies and records department staff compliance with the agency’s administrative and financial
policies and procedures, including travel expense claims and staff attendance reports;

Prepares financial, expenditures and payment authorization forms, and administrative
documents for authorization by the Manager, such as cheque requisitions, purchase orders, etc.

3. Will serve as the coordinator of the department’s information, reporting, and communication

strategies and activities. This includes:

Develops or maintains an accurate and up to date records management system (including
classifying and coding electronic and hardcopy files);

Stores, retrieves and disseminates information for staff and clients;

Prepares detailed presentations and reports as required by the Manager or designate;

Ensures the safeguarding of all confidential files;

Provides website updates to the IT department to ensure up to date department information is
posted on the intranet/website;

Creates databases and/or processes to accomplish tasks;

Supports the development and implementation of an Agency comprehensive public relations
strategy for the First Nation Communities, Chiefs and Councils, public and other community
service agencies;

Implements strategies for communicating service and program impacts as part of the Agency’s
overall communications strategy;

Coordinates and completes department communiqués to internal and external audiences.

QUALIFICATIONS:

Administrative Assistant diploma or related diploma or degree;
Minimum of 3 years experience in a similar position in a First Nations social service agency;
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KNOWLEDGE and SKILLS:

e Possesses knowledge, respect and sensitivity to Anishinabe culture and be committed to helping
First Nation families strengthen and achieve a healthy level of well being;

e The ability to speak Anishinabemowin;

e Knowledge of First Nations family structures and culture;

e Demonstrated and significant front-line experience in working with First Nation communities;

e Ability to develop and provide leadership, guidance, motivation and vision to the management
and staff of the Agency to ensure a professional standard of services to the First Nation
communities, families and children;

e Must possess strong organization, evaluation and problem solving skills;

e Must be able to communicate effectively in writing and verbally;

e Working knowledge of Microsoft Office Suite, Frontline, CIMS and Pen lieu;

e Must be able to work flexible hours;

e Must have a valid driver’s license and possess own vehicle;

e Must be willing to authorize a “Vulnerable Sector Check”.
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CERTIFICATION - ACKNOWLEDGEMENT OF RECEIPT

Employee (print) Manager/Supervisor (print)

Employee Signature Date Manager/Supervisor Signature Date

| certify that | have read, understand, and agree | | certify that this job description is an accurate

to the responsibilities assigned to the position. description of the responsibilities assigned to the
position.
Department Manager Date

| approve the delegation of responsibilities outlined herein within the context of the attached
Organizational structure.

Page 4 of 4




