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	5004

	
	JD SECTION

	
	ADMINISTRATION

	
	Date Issued:
	July 2003

	
	Date Revised:
	May 2021

	JOB DESCRIPTION

Administrative Assistant
	Job Description Approval

	
	Chief Executive Officer



REPORTING TO:

· Supervisor Community Services & Strategic Initiatives/ Manager Community Services & Strategic Initiatives
POSITION SUMMARY:  

The Administrative Assistant plays an important role in inspiring hope and wellness to the clients that we serve.  The Administrative Assistant provides support to clinical teams by coordinating activities, updating and maintaining client files, preparing agendas, taking minutes, preparing correspondence and ensuring compliance with policies and procedures.  As part of the Administrative Assistant team the employee will be cross trained in other positions to offer support when required.    
MINIMUM EDUCATION:
· College diploma in Office Administration – Executive or equivalent
MINIMUM EXPERIENCE:
· Two (2) years office experience.
QUALIFICATIONS:
· Ability to complete tasks efficiently and accurately, with minimal supervision.
· Proficiency in use of computers and a variety of software applications (e.g., Microsoft Word, Outlook, PowerPoint, Excel, Publisher, Adobe, etc.).

· Knowledge of, and experience with, EMHware processes and data entry practices.
· Knowledge of AODA mandatory staff training, etc.
· Knowledge and understanding / compliance with confidentiality, PHIPA, AFS Policies and Procedures.
· Participation in the rotation of reception coverage for lunch and breaks.
· Excellent communication, time management, and organizational skills.
· Ability to take meeting minutes accurately and efficiently.
· Participation in the supervisory, peer consultation, quality assurance, program evaluation and accreditation processes.

· Pleasant manner and calm demeanor when dealing with the public.
· Ability to provide services in both official languages (English/French) is considered an asset.
· Availability to work flexible hours, including evenings and occasional weekends, if required.
DUTIES AND RESPONSIBILITES:
1. Carry out day-to-day clerical functions, as required, to support the Clinical Services/Programs at AFS such as typing, faxing and photocopying; maintaining office supplies; data entry; maintaining files; providing back up to other support and reception staff as required.
2. Direct calls to appropriate staff, as required.  Make calls as directed. 

3. Ensure necessary documentation and materials are prepared and forwarded in a timely fashion to Reception for Canada Post or Purolator delivery.
4. Maintain well-organized and up-to-date filing systems (both electronic and hard copy), as required.

5. Coordinate and prepare meetings, including: preparing agendas and minutes and assisting with meetings logistics, scheduling in-house meeting rooms, as required.
6. Actively participate as a team member in conjunction with Agency staff, and in particular, with fellow Administrative Assistant Staff.
7. Participate in cross-training with fellow Administrative Assistant Staff, including being able to provide necessary training to other Administrative Assistants, as required, as part of the Agency’s collective efforts to ensure essential and appropriate coverage and Cross-training is available at all times from the Administrative Assistants’ Team.
8. Participate in special projects, from time to time, as required. 
9. Take initiative in developing a personal professional development plan.
10. Assume other responsibilities as assigned from time to time.
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