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Job Purpose

Reporting to the Associate Vice President Students, works closely with student services directors, office of student affairs staff, and college staff. Provides complex administrative support to the Associate Vice President Students in a broad range of activities including communications, meeting management, email management, monitoring financial statements of AVP’s budgets, monitoring plans and timelines, in order to make the most efficient use of the AVP’s time.  Coordinates and supports several committees, including the Colleges and Student Services Committee, Retention Committee, Directors’ Committee, Food Committee, and others.  Acts as liaison between the AVP’s office and other offices, particularly other student services and the colleges.  Coordinates and publicizes events, activities and meetings as required. Assists other student affairs staff during busy times/events (e.g. New Student Orientation). 

Key Activities

Communication;
1. Manage communication for the AVP Students. 
2. Read correspondence, reports, presentations and emails. 
3.  Monitor follow-ups that require answers, responses and written replies, ensures the AVP has complete information upon which to base decisions.  
4. Provide information, advice and analysis regarding correspondence, events, daily schedules and university communications.  
5. Compose letters, memos, emails and website content.  
6. Conduct research when necessary. 
7. Handle general enquiries and complaints, including referral to the appropriate portfolio for action and follow up.  
8. Communicate as required with students, student leaders, staff, faculty, alumni, student family members, members of the general public. 
9. Employ supportive, open and effective communication style, and assist in de-escalating difficult situations, particularly those related to students or parents, as needed.  

Meeting Support;
1. Coordinate and provide administrative support, including creating meeting agendas, background materials for meetings, and taking meeting minutes for several AVP committees.  
2. Track and send out reminders of meetings and action items.  

Schedule and Document Management;
1. Organize and manage the day-to-day activities of the AVP’s office to ensure efficient and effective office operations. 

2. Coordinate and schedule the AVP’s meetings; coordinate with other departments regarding organizing and running of meetings, organize travel arrangements, maintain filing systems, track time-sensitive documents and perform complex duties to assist the AVP as required. 

3. Exercise complete confidentiality when handling sensitive documents or files, including student, human resources and financial information.

4. Exercise judgement, tact and diplomacy regarding AVP’s scheduling and availability.   

Student Group Support;

1. Assist elected student organizations and campus groups with risk management. 

2. Review financial statements for college cabinets and other student groups as required. 

3. Provide voting lists for elections as required, and ensure confidentiality provisions are in place. 

4. Provide general administrative assistance to student groups on an as-needed basis. 

Financial Oversight;

1. Responsible for the management of the AVP budgets and tracking expenditures of several financial accounts, including the Office of Student Affairs, Introductory Seminar Week, Campus Programs, Academic Advising, and any grant-funded budgets, to ensure responsible financial management.  

2. Has signing authority for OSA account. 

3. Complete purchase requisitions for purchases and payment of invoices.  

4. Check all the student services/college budgets for any inaccuracies or discrepancies, and assist budget managers with financial management as needed. 

5. Manage petty cash and taxi chit program. 

6. Oversee and reconcile Moneris/other online billing for activities such as ISW, Impact, and other activities. 

7. Provide administrative support to the AVP for the annual budget planning process.  

8. Assist with recommendations for any required budget reductions based off of a total reduction goal.  

9. Assist with the preparation of funding proposals to external funding agencies and the Ministry of Training, Colleges and Universities as required. 

Office Support and Oversight;

1. Support student staff hiring process, including posting positions, scheduling and participating in interviews and training, assisting with student workflow and project management, tracking attendance, and addressing any performance concerns. 

2. Ensure office hours are maintained. 

3. Ensure strong service/support orientation from student staff. 

4. Assist other student affairs staff as needed (e.g. administrative support in the event of a judicial case, assisting during busy events or times of year). 

5. Maintain office supplies. 

Education Required

College Diploma (3 year) in Secretarial, Human Resources, Services field preferred. 

Experience Required

1. A minimum of 3 years demonstrated experience in an administrative support role, with preference given to experience in higher education and particularly in student services/student affairs.

2. Detail-oriented, well-organized, focused and goal-oriented, with both initiative and energy.
3. Superior computer skills with MS Office (Word, Excel, Access), electronic calendar, internet research, file management systems.
4. Ability to organize and prioritize tasks using initiative, sound judgment with a high level of professionalism.
5. Demonstrated experience in handling sensitive situations and issues; exceptional ability to maintain confidentiality. 
6. Demonstrated ability to interact comfortably, tactfully, and diplomatically with internal and external constituencies, including students, faculty, staff and family members. Multicultural awareness, ability to engage with diverse range of demographics, familiarity with student concerns. 
7. Demonstrated knowledge of financial record-keeping. 
8. Adept at problem solving and excellent judgment in situations requiring initiative and tact.
9. Excellent interpersonal, verbal and written communication skills.
10. Demonstrated ability to work independently.
11. Demonstrated skills in, and commitment to, client services and continuous improvement.
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