Posting #E22-182

b
COMMUNITY LIVING =

Toronto

JOB OPPORTUNITY

POSITION: OFFICESERVICESADMINISTRATOR
(Up to FourPositionsAvailable)

REGION:  Corporate

HOURS OF WORK: 37.5perweek

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-terntraining coursesup to oneyearin office administrationMinimum of 1 - 3 yearsof related
experiencerovidingsupportin anoffice environmentExcellentcustomerserviceskills Knowledgeof Microsoft Office Suitewith proficiencyin
Word andExcel. Knowledgeof office practicesandproceduresMust possesstrongverbalandwritten communicationinitiative, and
organizationaskills, with the ability to work independentlyTeamplayerwith a strongcollaboratiornskills. Excellentwritten andverbal
communicatiorskills. Candidatesnustpassa medicalandbefree of contagiousliseasen accordancevith applicableregulatoryrequirementsand
maintainappropriatémmunizationsjncluding providing proof of full vaccinationagainstCOVID-19 (includinganyrecommended
boosters/additionaloses)subjectto requiredhumanrightsaccommodation Shoulda candidatéde unableto vaccinatefor bonafide humanrights
relatedreasonssprotectedoy the OntarioHumanRightsCode,CommunityLiving Torontowill assessvhetheror notaccommodatioiis possible
without unduehardshipbasedn the obligationsof this position.

JOB SUMMARY:

The Office ServicesAdministratoris thefirst point of interactionfor staff, visitors,andindividualsservedjn personor by telephonerespondingo
inquiriesandprovidinginformationor referralsasappropriateWorks closelywith the administratiorandpropertieseamsandis responsibldor
performinga variety of office-relateddutiessuchasansweringelephonefiling, dataentry,andreceptionduties,in supportof the communitystaff
whererequired.Supportsandenhanceshe office experiencdor CLTO staff, individualsandvisitors.

RESPONSIBILIITES:

Office Services

» Handlesreceptionservicesata communitylocation,presentinga polite andprofessionamannemwhengreetinganddirectingvisitors,and
respondingo in-persomandtelephonénquiries.

« Servesasmainpoint of contactfor all incomingandoutgoingdeliveries,includingmail, parcelsandcourierservices.

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

AdministrativeSupport

« Utilizes a variety of softwareapplicationgo preparedocumentsypdatespreadsheetandcorrespondenca atimely, professionamanner.

 Performsa variety of clericaldutiesincludingbut notlimited to sortinganddistributingincomingandoutgoingmail, faxes,laminatingand
interoffice communications.

» Booksandsetsup meetingrooms,ensuringall necessarynaterialsareavailable andassistdacilitatorswith equipmensetupincludingvideo
conferencingystemsasneeded.

FinancialSupport

« Assistswith purchaserderorganizationmaintainingandorderingsuppliesfor photocopierfacsimile,andpostagemeterasrequired.

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

InformationTechnologySupport

* Provideshasictechnicalsupportto staff to facilitate connectingo Wi-FlI, printing documentsgonnectingo andconfiguringvideo conferencing
equipmentetc.

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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