

	Reception / Administrative Assistant	2012


Job Summary 
· Under the direction of the Administrative Coordinator, the Administrative Assistant provides reception to visitors, clientele, and administration to staff and the public. This is primarily an evening and weekend position, but you may be requested to cover weekday dayshifts in the absence of the Administrative Coordinator.

Duties & Responsibilities
· First point of contact for any questions, concerns or suggestions.
· Provides administrative support and reception duties to staff and clients. 
· Assists in coordinating recreation and rental activities.
· Completes deposit logs, manages float cash and other minor monetary duties.
· Completes building closing procedures.
· Provides computer support to staff and clients.
· Assists and administers various community programs.
· Manages daycare waitlists and fields related inquiries.
· Light cleaning duties within community center or resourcing of City of Victoria support services.
· Receive and screen inbound telephone calls, e-mails, and visitors; refer and/or redirect calls, e-mails, or visitors as applicable.
· Present a positive image of the community center to all visitors, suppliers, inquiries, and other interactions.

Qualifications / Requirements
· One year administrative experience or a combination of education and experience.
· Hands-on experience with general computer applications, including Microsoft Word, Excel and Outlook (tested).
· Effective written and oral communication skills (tested).
· Resourcefulness and flexibility.
· Professional, responsive, and positive work attitude. Ability to problem-solve and prioritize tasks with minimal supervision.
· A successful candidate will be required to submit a Criminal Record check. 

Working Conditions / Equipment Used
· Minor physical effort to lift boxes, tables, chairs; possibility of encountering centre clients facing challenges or in crisis.
· Working independently with minimal supervision.
· Standard office equipment: computer, photocopier, debit/credit, multi-line phone.




Wage / Hours of Work
· [bookmark: _GoBack]$11/hr; 5-15 hours per week. 
· Evenings and occasional weekends. 

Assets
· Knowledge of Point of Sale and debit/credit card systems.
· First Aid -- Occupational First Aid preferred. 
· Valid BC driver’s license; clean driver’s abstract.
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