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Job Title: 		Administrative Support Assistant
Job Number:			X-495 | VIP: 2062		
Band:			EXEMPT-1								
Department: 		Office of the Vice-President, Finance and Administration	
Supervisor Title: 	Executive Assistant, Office of Vice President, Finance and Administration
Last Reviewed:			June 17, 2025

JOB PURPOSE:
The Administrative Support Assistant to the Office of the Vice President, Finance and Administration provides administrative and project support to ensure the efficient operation of the Office. This role is responsible for assistance with managing schedules, tracking and following up on key action items, and supporting the execution of strategic projects and initiatives. The ideal candidate is highly organized, proactive, and capable of handling confidential information with professionalism and discretion.
Key Activities:
Administrative Support
· Assists with management of the Vice-President’s calendar, including scheduling meetings, travel arrangements, and coordinating logistics.
· Assists with preparation of agendas, meeting minutes, meeting logistics, and presentations.
· Helps ensure the smooth daily operations of the Office of the Vice-President Finance and Administration.
· Supports the purchase of office supplies, equipment, and services in accordance with institutional policies and procedures.
· Assists with creation of filing structures and confidential file management.
Action Item Tracking and Follow-Up
· Assists in monitoring outstanding tasks and action items resulting from meetings and communications.
· Ensures timely follow-up and completion of deliverables from internal and external stakeholders.
· Maintains a tracking system for commitments and provides regular status updates to their supervisors
Project Coordination and Management
· Assists in the planning, execution, and monitoring of departmental or cross-functional projects.
· Supports tracking of project timelines, deliverables, and documentation.
· Collaborates with internal teams and external partners to support project milestones and outcomes.
Other
· Other duties as assigned by supervisor.
Education Required:
· Some Post-secondary education in business administration, office management, or a related field.
Experience/Qualifications Required:
· One (1) to two (2) years of experience in an administrative role.
· Strong organizational, time management, and problem-solving skills.
· Demonstrated ability to manage multiple priorities and maintain attention to detail.
· Excellent communication skills—written and verbal.
· Proficiency with Microsoft Office Suite, project management tools, and calendar systems.
· Discretion, diplomacy, and sound judgment in handling confidential information.
· [bookmark: _Hlk188433579]A satisfactory Criminal Record Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
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