Posting # E20-137

b
COMMUNITY LIVING =

Toronto

JOB OPPORTUNITY

POSITION: SECRETARYII

REGION:  Scarborough

HOURS OF WORK: 7.5perday

Community Living Toronto, one of the largest agencies of its kind in North America, is a dynamic innovative organization committed
to a vision of promoting a welcoming community. As a leader in the field, Community Living Toronto offers supports to over 6,000
individuals within an intellectual disability as well as support to their families, including residential and day support, assistance with
employment, community support, early childhood services and respite.

QUALIFICATIONS:

Secondangchooldiplomapluscompletionof short-termtrainingcoursesup to oneyearin office administration.Minimum of 1 - 3 yearsof related
experiencgrovidingsupportin anoffice environmentKnowledgeof Microsoft Office Suitewith proficiencyin Word andExcel. Must possess

excellentverbal,written communicationinitiative andorganizationaskills, with the ability to work independently Knowledgeof office practices
andprocedures.

JOB SUMMARY:

The Secretanyl is thefirst point of interactionfor staff, visitors,andindividualsservedjn personor by telephonerespondingo inquiriesand
providinginformationor referralsasappropriateWorkscloselywith theadministratiorteamandis responsibldor performinga variety of
office-relateddutiessuchasansweringelephonefiling, dataentry,andreceptionduties,in supportof theregionalstaff andprograms.

RESPONSIBILITIES:
Reportingto the AdministrativeAssistantresponsibilitiesnclude

« Typing, filing, sorting/openingnail, correspondencandtelephoneanswering.

« Processingf financialtransactions.

« Inputtingandmaintainingdataon the computer.

» Recordingmeetingminutes.

» Handlesreceptionservicespresenting polite andprofessionamannemwhengreetinganddirectingvisitors,andrespondingo in-personand
telephonénquiries;servesasmainpoint of contactfor all incomingandoutgoingdeliveries,ncludingmail, parcelsandcourierservices.

« Respondso internal/externatallsandtransferscallsto the appropriatestaff, ensuringhigh priority callsaredealtwith in atimely manner.

« Keepssharedareasclean,organizecandoperatingefficiently, maintainingoffice equipmentn goodworking order,ensuringa supplyof all
necessarjorms,andupdatingbulletin boardsin atimely manner.

« Utilizes a variety of softwareapplicationgo preparedocumentsupdatespreadsheetandcorrespondencia atimely, professionamanner.

« Performsavariety of clericaldutiesincludingbut notlimited to sortinganddistributingincomingandoutgoingmail, faxes,andinteroffice
communications.

« Assistsin maintainingaccuratendtimely attendanceecordsandotherreportsandrecordsrequiredby the Association..

« Booksandsetsup meetingroom,ensuringall necessarynaterialsareavailable andassistsacilitatorsasneeded.

« Inputs,maintains andupdatesa variety of dataon the computerincludingdistributionlists, individuals’ files, volunteerandstaff attendance.

« Assistswith printing, photocopyingfaxing, collating, distributingandretrievingdocumentsandfiles.

« Assignstasksandprovidesguidanceto office volunteersandmail couriers.

« Handlespurchaserdermanagementnaintainingandorderingsuppliesfor photocopierfacsimile,andpostagemeterasrequired.

» Maintainsinventoryof stationeryandoffice suppliesfollowing throughwith purchasingandrelatedpaperworkasneededmatchesall invoices
with back-updocumentatiorfe.g.,purchaserders packingslips) andforwardspaperworkio accountingor payment.

Click APPLY and attach an up to date Cover Letter and Resume.
| APPLY |

PLEASE QUOTE JOB POSTING # IN THE SUBJECT LINE

‘When required, accommodations for disabilities will be provided, on request.
By submitting your application, you confirm that the information included is accurate and true. Misrepresentation or omission of facts in
connection with your application may be sufficient cause for dismissal.

We thank everyone for their interest in Community Living Toronto; however only applicants with the necessary qualifications, experience and education will be contacted for
an interview.
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