
JOB OPPORTUNITY 

Posting # 

_____ 
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. 

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

POSITION:    

REGION:

HOURS OF WORK:

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: 

JOB SUMMARY:

RESPONSIBILITIES:

ashley.lawrence
Rectangle

mailto:careers@cltoronto.ca

	Untitled

	Posting: E22-88
	Qualifications: College Diploma or Bachelor’s degree in administration. 3-5 years of relevant Office Services experience. Two or more years of supervisory experience. Experience using modern office multi function equipment is an asset. High degree of judgement, initiative and planning skills in order to determine appropriate course of action to problem solve and resolve sensitive situations. High level of customer service is essential. Proven ability to provide guidance and direction to staff, assess training needs and address performance issues. Proficient with Microsoft Office applications, A/V and tele/web conferencing equipment. Successful completion of internal legislated and mandated training is required. Driver’s license is an asset. Candidates must pass a medical and be free of contagious disease in accordance with applicable regulatory requirements and maintain appropriate immunizations, including providing proof of full vaccination against COVID-19 (including any recommended boosters/additional doses), subject to required human rights accommodation.  Should a candidate be unable to vaccinate for bona fide human rights related reasons as protected by the Ontario Human Rights Code, Community Living Toronto will assess whether or not accommodation is possible without undue hardship based on the obligations of this position.
	Job Summary: The Supervisor, Office Services is responsible for coordinating office administrative services, maintenance and other needs for the community offices and program offices where required. The role will oversee the daily operations of the office services unit. Follows and trains others on procedures and policies for the delivery of office services such as hot desking, document processing, mail and messenger, office equipment purchasing, and properties maintenance that meet the needs of the organization. Supervising Office Services staff and outsourced service contractors. Establishing and maintaining the appropriate service levels for building maintenance and repair, tenant relations, security, office equipment, supplies and inventory, and catering/meeting room services. The role will be under the guidance and direction of Manager, Planning & Insurance.

	Responsibilities: Office Services
• Ensure office space is maintained to a high level and enhance and facilitate the office experience for Association staff and visitors.
• Foster a commitment to customer service excellence from office services team.
• Standardize the office experience for staff and visitors at all locations.
• Oversee all community office administration services and processes including multi-functional machines, mail/courier, telephone/reception
  operation, and signage.

Staff Direction and Supervision
• Manage and supervise employees of the Office Services department including hiring, reviewing work plans, setting 
  performance objectives, monitoring performance, providing performance feedback, and assigning and reviewing work.
• Provide back-up in case of staff shortage.

Ad hoc support to Congregate Living Settings
• May assist with the facilitation of agency-wide distribution efforts and/or other related requirements.


	Position: Supervisor, Office Services

	Region: [Corporate]
	APPLY2: 
	Hours: 150 hours over four weeks


