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Job Title: 
Administrative Assistant
Job Number:
X-275
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3


NOC: 
1241




Department: 
Office of the Provost & Vice President, Academic



Supervisor Title: 
Manager, Office of the Provost & Vice President, Academic


Last Reviewed: 
July 14, 2016



JOB PURPOSE
Under the general direction of the Manager, Office of the Provost & VP Academic, the Administrative Assistant supports the daily administrative operations of the Office of the Provost & VP Academic. In this position the incumbent’s primary responsibilities include: coordinating and scheduling appointments for the Provost; providing support for committee work; website maintenance; and responsible for general office duties. Provides confidential and executive level administrative support.

KEY ACTIVITIES
1. Coordinates and Schedules Appointments for the Provost & VP Academic and Committee Meetings for the Office
a) Organizes and manages the day-to-day activities of the Vice President Academic and Provost; receives and reviews requests for appointments; schedules and coordinates appointments and meetings using an electronic calendar.
b) Populates calendar with regular committee meetings, and initiates meetings with Direct Reports in consultation with Provost.
c) Manages ‘bring/forward’ files required by the Provost for meetings and functions 

d) Prepares a weekly file of scheduled appointments with appropriate background materials and briefing notes.
e) Works closely with other senior administrative offices in the coordination of meetings and the Provost’s time.
f) Acts as first point of contact when greeting guests.
g) Registrars Provost for conferences, and responsible for RSVP’ing to events.
2. Responsible for General Office Duties

a) Responsible for receiving and distribution of inter-office mail. Arranges courier service as required.

b) Processes signature items in timely manner, i.e., articulation agreements, placement agreements, Hiring Request forms.
c) Maintains all files in the Office of the Provost, including electronic, physical, and files located on SharePoint portal.

d) Drafts routine correspondence; preparation and formatting for printing and signature as requested; photocopies and distributes. Responsible for office supplies, maintenance of office equipment, and completion of annual equipment inventory report.

e) Makes travel and accommodation arrangements.

f) Books rooms and catering as required.
g) Maintains an advanced capability in information technology required for the effective functioning of the office including office, skype, phone/video/conference call systems, custom software.
3. Provides Support for Committees managed by the Office Provost & VP Academic
· Provides general committee support as directed and requested, including gathering reports, compiling agenda packages, posting meeting materials, sending meeting reminders, booking meeting rooms, drafting form letters, distribution of letters, website postings.
4. Expenses Monitoring, Tracking & Reconciliation

a) Prepares and processes expenditures, expense reimbursement forms, purchase requisitions and other charges to the Provost’s operating account to ensure timely payment and accurate account coding.

b) Tracking and monthly reconciliation of expenses in operating budget. Reconciliation of monthly VISA statement.

c) Prepares reports as required.

5. Website Maintenance

· Responsible for initiating all updates and revisions to website for the Office of the Provost and VP Academic to ensure information is accurate and current.
6. Other Duties as Assigned 
EDUCATION REQUIRED
General University Degree (3 year).
EXPERIENCE REQUIRED
1. Three years of general administrative experience required.

2. Strong organizational skills.

3. Demonstrated ability to multitask, prioritize and show initiative in work-related environment.
4. Excellent interpersonal, and verbal and written communication skills.

5. Demonstrated ability to handle highly confidential information.

6. High level of attention to detail, accuracy, and confidentiality required.

7. Demonstrated ability to meet deadlines in a fast-paced work environment.

8. Solid problem solving and analytical skills, and excellent judgement.
9. Ability to carry out duties in a professional manner.
10. Proficiency in using Microsoft Office software (including Outlook, Word, Excel, Access and PowerPoint).
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