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Position Description

Position Title:  Administrative Assistant
Reports to:  Director of Programs
Position Overview:  

The Administrative Assistant is responsible for all office logistics, providing administrative support and reception services to support the Directors, Board and Project Coordinators and Youth Staff and ensuring the smooth and efficient operation of the FBCYICN office. 

Duties and Responsibilities:

Reception & Office Administration
· Greets visitors, answers telephones, general email and fax and directs appropriately or provides appropriate information.

· Keeps the office tidy

Communications

· Provides on-going support and assistance to individual members and resource people as necessary and appropriate.

Accounting
Event Organization
Board, Leadership Council & Membership Support

Qualifications:

Experience
· Minimum of 2 years experience in office administration.
Education
· Minimum requirement is 1 year certificate in office administration OR combination of grade 12, additional relevant education and relevant experience.
Knowledge, Skills & Abilities

· Must have an understanding of current office administration and basic accounting practices.

· Must have an understanding of child welfare system in BC and the needs, issues and ideas of young people impacted by the system.

· Must have strong oral and written communication skills.

· Must have strong computer skills including proficiency in Microsoft programs (eg. Word, Excel, Access). Proficiency of Maximizer is an asset.

· Must have strong goal-setting, prioritization, and time management skills. 

· Must have ability to set appropriate boundaries and problem-solve effectively.
· Must have ability to work as part of a team as well as self-directed.
Note: The ability to relate to the often unique experiences of young people involved with the child welfare system is an asset.
Competencies:

Customer Focus
· Anticipates customer needs and takes action to meet the expectations of both internal and external customers; responds quickly to customer inquiries; continually searches for ways to increase customer satisfaction.

Adaptability

· Willing and able to adjust to multiple demands, shifting priorities, ambiguity, and rapid change; shows resilience in the face of constraints, frustrations, or adversity, is not knocked off balance by the unexpected.

Works Efficiently
· Allocates one’s own time efficiently; handles multiple demands and competing priorities; well-organized and detail-skilled; meets deadlines in a timely manner.

Working Conditions:
This position requires evening and weekend work to meet the needs of the membership. This includes participation in all Steering Committee Meetings (SCMs weekends held three times each year) and other special events. Limited travel required.
Direct Reports:

Volunteers
Approved by:

____________________________

Nicole Herbert, Director of Programs
Date Approved:

August 31st, 2007
Date to be Reviewed:
August 31st, 2008
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