
 
JOB POSTING 

 
Job Title:    Administrative Assistant   Job Posting:  # 846 
Posting Date:  August 18, 2017    Effective Date:  ASAP 
Status:  Full Time – Non Union - Temporary  
 
PURPOSE:  To provide administrative support to programs within Wesley Urban 

Ministries  
 
DUTIES: 
 
1. Greet and provide information to clients accessing the service or inquiring about the 

program within an urban core drop-in setting. 
2. Provide administrative and clerical support  
3. Reception duties including answering main phone line, directing calls, and maintaining 

phone system. 
4. Assist, as required, with client related programs and activities as required. 
5. Assist in maintenance of file systems (both electronic and hard copy) for program. 
6. Maintain Waitlist providing weekly updates to Supervisor 
7. Coordinate the shelter engagement calendars and provided copies to shelters and staff 
8. Prepare minutes, agendas and arrangements for team meetings and other group 

meetings. 
9. Administration support for scheduling  
10. Data Entry for Case Manager/Supervisor meetings 
11. Maintain a filing system that accounts for monthly resources  
12. Process client applications and maintain files and statistics for the program 
13. Other duties as assigned. 
 
QUALIFICATIONS: 
 
1. Advance Word and Excel processing skills. 
2. Knowledge of desk top publishing and presentation software an asset. 
3. Experience with data collection and input  
4. Excellent communication and customer service skills. 
5. Demonstrated success in preparing written correspondence and communicating with 

individuals verbally. 
6. Must also have ability to operate and maintain multi-line phone system as receptionist. 



7. Superior organizational skills and proven ability to maintain various file systems. 
8. Self motivated with strong initiative and ability to work as part of a team. 
9. Experience working in a culturally diverse Client/Customer Service                                                                                                          

environment.  
10. Knowledge of non-profit organization structure, non-profit fund raising and volunteer 

coordination methods an asset. 
 
 
COMPETENCIES:  
 
Customer Service 

1. Builds constructive relationships characterized by a high level of acceptance, 

cooperation and mutual respect  

2. Helps to create and contributes to a work environment that embraces and appreciates 

diversity  

3. Values and respects the internal and external customers to the organization  

Accountability  

1. Takes personal responsibility for the quality and timeliness of their work, and team work  

2. Believes, respects and adheres to the vision, mission and values of Wesley Urban 

Ministries  

Commitment  

1. Demonstrates an understanding of Wesley Urban Ministries Mission, Vision and Values 

through service delivery approach   

2. Acts with integrity  

3. Demonstrates a knowledge of the code of ethics of working in social services  

4. Adapts to changing program requirements, conditions and work responsibilities 

 
Please send a cover letter and resume to: hr@wesley.ca  

 
Wesley Urban Ministries is an equal opportunity employer. We encourage applications from all 
qualified applicants. Only candidates selected for an interview will be contacted. No phone calls 

please. More information about Wesley can be found on our website at www.wesley.ca. 
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