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 CHIEFS OF ONTARIO


EMPLOYMENT OPPORTUNITY 

TERM CONTRACT 
ADMINISTRATIVE ASSISTANT – HEALTH

Toronto Office
The Chiefs of Ontario is looking for a highly qualified and motivated individual for the position of Administrative Assistant.
Summary Description:

Under the direction of the Health Coordinator the Administrative Assistant shall serve as a resource support to the various programs within the department.  This service is related to the provision of general administrative support and advocacy services to the First Nations of Ontario.  

.

Duties and Responsibilities:

Record, transcribe, and prepare minutes for meetings, workshops and seminars; type reports; assists with the preparation of all meetings; order supplies and materials on a regular basis; distribution of materials and information; travel as required; assist in research as required; maintain an up-to-date directory of all related agencies, parties, organizations dealing with various sectoral matters; coordinate travel arrangements; arrange meetings as required; assist in special projects or initiatives; and performs other duties as required. 

Knowledge:

The successful candidate must possess operational knowledge and understanding of First Nation issues in Ontario.
Knowledge and application of sound administrative practices and procedures which support the successful operation of the department. .

The successful candidate must possess exceptional knowledge of various computer applications (MS Word, MS Excel, MS PowerPoint).
Skills:

Communicating clearly and concisely both written and orally; high degree of organizational ability; excellent keyboarding skills; high degree of interpersonal skills; ability to multi-task and prioritize tasks and demands; ability to develop and maintain good working relationships within the organization and external agencies or affiliates; able to work unsupervised and within applied time constraints; able to travel as required.
Education/Experience:

The ideal candidate should possess a minimum grade 12 or equivalent.  Post secondary education in a related field is considered an asset.

Three (3) to (5) five years of proficient office administration work experience in a First Nations' community or organization is essential.

Consideration will be given if the above ideal requirements are not met but applicants must clearly possess a combination of education and experience to fulfill the requirements of the position.

SALARY:


Negotiated based on experience & education
CLOSING DATE:

Friday, May 7, 2010 by NOON





(Must be received by this date.  Late applications will not be considered.)
SEND PACKAGE MARKED CONFIDENTIAL TO THE ATTENTION OF:

Lori Jacobs

Executive Director

Chiefs of Ontario

Suite 804, 111 Peter Street

Toronto, ON  M5V 2H1

FAX: (416) 597-8365

EMAIL: opportunities@coo.org 
Package requirements to include cover letter demonstrating clearly how applicant meets the requirements of the position and resume.
Term Contract until December 31, 2010 with possible extension until March 31, 2011.
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