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Administrative Assistant – Casual 


 


Reporting to the Office Services Supervisor, the Administrative Assistant is accountable to provide direct customer service and telephone duties at reception and to support multiple Agency programs.  This casual role is required to backfill for planned absences and be available  on an on-call basis.  Please note that full availability for day hours between 8:00 a.m. and 4:30 p.m., Monday to Friday is required.  





Qualifications: 


Post Secondary Certificate in Office Essentials and/or equivalent experience 


Three to five years administrative and customer/client service experience 


Excellent written and oral communication skills. 


Excellent attention to detail, and organizational skills 


Demonstrated expertise with Microsoft Office Programs required. 


Valid driver’s licence, clean driver’s abstract and $2 million vehicle liability insurance required. 


Please submit a letter and resume by February 10th, 2012 to:   


      


D. Smye-Shipway CHRP, Human Resources Manager 


Haldimand-Norfolk REACH 


101 Nanticoke Creek Parkway, Townsend, ON N0A 1S0 


Fax: 519-587-4091


Email:  jobs@hnreach.on.ca


Only those selected for an interview will be contacted


    A United Way member agency
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