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POSTING 
Administrative Assistant  

Temporary Full-time – Until March 31, 2021  
Monday – Friday 35 hours per week  

Homelessness Services 
 

 

The administrative assistant is responsible for performing, coordinating and overseeing 

technical and office administrative duties to support Homelessness Services Programs in 

meeting key performance measures and program outcomes.   

 
 
 
KEY DUTIES AND RESPONSIBILITIES 
 

1. Perform a variety of administrative duties; including scheduling meetings, 

organizing reports and maintaining records in a confidential manner. 

2. Order/purchase and maintain supplies.  Create and manage inventory of program 

supplies.  

3. Track and organize donations; including schedules for donation pickups and 

purchasing of supplies     

4. Gather and organize information and data for reports  

5. Coordinate, schedule and document meetings 

6. Solicit vendors and contractors for building maintenance and repairs; including 

scheduling quotes, organizing repair schedules and, under the guidance of the 

Program Manager, monitoring projects.   

7. Process annual archiving of closed files. 

8. Under the guidance of Program Managers, assist with various HR and Payroll 

processes such as: 

 Completing reference checks, scheduling interviews and organizing 

onboarding documents 

 Scheduling timely staff reviews 

 Scheduling of staff; including staff training and organizing necessary 

workshops to ensure staff have adequate training 

 Review and processing of timesheets 

9. Provide clerical assistance including monitoring phone lines, formatting 

documents, filing and other clerical duties 

10. Adheres to the policies and standards as established in policy and program 

manuals, Health & Safety Guidelines, job descriptions, written memos, and verbal 

agreements. 

11. Perform other duties as assigned. 
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QUALIFICATIONS 
Education, Training, and Experience: 

• Demonstrated success in an Administrative/Intake Worker or similar role. 

• Completion of high school preferably with post-secondary administrative  

certificate/diploma 

• Well-rounded knowledge of community services and resources in the community. 

• Advanced computer skills in MS Office and internet 

 
Job Skills and Abilities: 
 

• Alert to the needs of a dynamic management team  

• Strong ethics around confidentiality. 

• Flexible and committed to contributing to a team – ‘can do’, ‘will do’ attitude. 

• Competent in relating to very diverse clientele; patient and calm when handling 

challenging situations. 

• Must be sensitive to and respectful of cultural and lifestyle diversity. 

• Exceptional communication and listening skills  

• Ability to organize and carry out duties with independence and professionalism. 

• Organized and comfortable working in a multi-tasking, fast-paced environment. 

• Crisis Line experience is an asset  

 
Successful candidates will be required to provide a current and satisfactory Criminal 
Reference Check/Vulnerable Sector Search preceding your start date.  
 
 
* An eligibility list will be maintained for up to 6 months. Eligible applicants may be offered a 
casual position.  
 
 
CLOSING DATE: Resumes will be reviewed starting November 19th 2020 

but the posting will remain open until filled and will 
close without notice. 
 

PLEASE APPLY TO:    Andrea Dodd, Program Manager 

     Options Community Services Society 

      

Email: andrea.dodd@options.bc.ca  

 

No phone calls please 
 

 
Please include a cover letter clearly indicating the 
posting number [#A21674] and outlining your 
qualifications and related experience for the position.  
 

 


