FAMILY SERVICE TORONTO
For People. For Change.

Job Posting: Senior Administrative
Assistant

September 26, 2016

Family Service Toronto (FST) helps people face a wide variety of life challenges. For over 100 years we
have been assisting families and individuals through counselling, community building, advocacy and
public education programs. We also work with a range of partners to build a vibrant community social
services sector. Family Service Toronto is a proud United Way member organization. Our services are
available to everyone who lives or works in Toronto.

The Senior Administrative Assistant, Building Inclusive Communities, (BIC) provides a high level of
administrative support to the Director and Managers of the Building Inclusive Communities Department
that includes handling of confidential material, office administration and the development and
implementation of systems that ensure the smooth operation of the administrative functions of the
department. The Senior Administrative Assistant applies a customer service orientation in all aspects of
the work.

e Prepares letters, reports, proposals to funders and memos of a complex and/or sensitive nature
ensuring a high level of quality and compliance with deadlines

e Handles and ensures the safekeeping of confidential material related to clients, financial records,
personnel and managerial decision-making

e Co-ordinates in the planning of consultations, focus groups, training workshops and meetings by
organizing the logistics that include booking space, providing hospitality and arranging for required
AV equipment

¢ Drafts meeting agendas and records complex minutes for internal/external meetings

e Responds to information requests both internally and externally, representing FST and the director’s
office in a courteous, respectful and professional manner

e Performs initial complaint handling in the absence of the director

e Creates and maintains office systems including business processes, workflows and efficient paper and
electronic filing systems

e Monitors and purchases general office supplies and consumables



Provides scheduling support to the Director, including the ability to prioritize and flag critical issues
Maintains office environment that includes telephones, faxes, copiers, mailing machine, printers,
workstations and lighting

Provides orientation and basic operational training to staff

Ensures reliable, accurate administration of the petty cash

Monitors budgets of community projects, communicates with partners regarding invoicing and
provides budget reports to committees

Works with partners and the Technology and Communications Department to develop and produce
written materials that are accessible, professional and in keeping with established standards

A minimum of three years of post-secondary education and training in office/administrative systems
or related experience over a period of no less than five years. Foreign credentials and relevant
experience will be considered

Five to ten years of experience in clerical/receptionist roles with a minimum of three in senior
support staff or administrative assistant functions

Skill and experience in dealing professionally, respectfully, sensitively and competently with clients,
diverse community members and partners in a customer service role

Ability to edit documents for format, punctuation, grammar and spelling

Ability to synthesize large volumes or complex information into accurate reflections of meetings via
minute taking

Ability to compose basic text to convey instructions, as in procedural manuals

Ability to design, implement and maintain efficient/accurate filing systems

Ability to perform basic analysis of statistical and financial data

Excellent verbal, written and listening communication skills

Excellent organizational and multitasking skills including the ability to carry out required duties in a
detailed, methodical and thorough manner

Demonstrated initiative, professionalism, reliability as well as the ability to maintain confidentiality
Proven ability to manage competing demands, prioritize work, work effectively under pressure and
meet tight deadlines

60 wpm keyboarding including advanced knowledge of Microsoft Office products

Previous experience with database data entry

Experience working effectively independently as well as part of a team in a fast paced environment
Experience in handling office equipment such as fax machines, printers, mailing machines copiers and
telephones.

Ability to understand complex organizational systems and staff roles in context

Commitment to principles of social justice, equity, inclusion and cultural competency

498-700 Lawrence Avenue West, Toronto

Salary Grade 7, Excluded
$48,683 - $60,097



No later than 5 p.m. May 27, 2016

Interested applicants are invited to submit a letter of application and resume, quoting File BIC #26-16:

by e-mail:
hrdep@familyservicetoronto.org

by post:

Human Resource Services
Family Service Toronto
#202 - 128A Sterling Road
Toronto, ON, M6R 2B7

In accordance with Ontario Human Rights Code, Accessibility for Ontarians with Disabilities Act,
2005, and FST’s Access and Equity policy, accommodation will be provided in all parts of the hiring
process. Applicants need to make their needs known in advance.

FST offers opportunities for growth in a team-oriented environment, as well as competitive salary and
benefits packages

We thank all applicants and will contact the individuals selected for an interview. No phone calls
please.



