Posting #E25-104

b
COMMUNITY LIVING =

Toronto
JOB OPPORTUNITY

POSITION: OFFICESERVICESADMINISTRATOR

REGION:  cCorporate

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:

Secondanschooldiplomapluscompletionof short-termtraining coursesup to oneyearin office administrationMinimum of 1 - 3 yearsof relatedexperiencerovidingsupport
in anoffice environmentExcellentcustomesserviceskills. Knowledgeof Microsoft Office Suitewith proficiencyin Word andExcel. Knowledgeof office practicesand
proceduresMust possesstrongverbalandwritten communicationinitiative, andorganizationaskills, with the ability to work independentlyTeamplayerwith a strong
collaboratiorskills. Provenability to multi-taskandmanageactivitieswith varying priorities. Excellentwritten andverbalcommunicatiorskills. Strongattentionto details.
Ability to beadaptablendflexible with work requestsAbility to dealeffectivelywith difficult peopleoverthetelephoneandin personAbility to work independentlyand
problemsolve.

JOB SUMMARY:

The Office ServicesAdministratoris thefirst point of interactionfor staff, visitors,andindividualsserved,n personor by telephonerespondingo inquiriesandproviding
informationor referralsasappropriateWorks closelywith theadministratiorandpropertieseamsandis responsibldor performinga variety of office-relateddutiessuchas
answeringelephonefiling, dataentry,andreceptionduties,in supportof the communitystaff whererequired Supportsandenhanceshe office experiencdor CLTO staff,
individualsandvisitors.

RESPONSIBILITIES:

Office Services

« Handlesreceptionservicesata communitylocation,presenting polite andprofessionamannemwhengreetinganddirectingvisitors,andrespondingo in-personandtelephone
inquiries.

« Servesasmainpoint of contactfor all incomingandoutgoingdeliveries,including mail, parcelsandcourierservices.

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

« Addressday-to-daysituationsthroughflexible problemsolvingeitherindividually or in consultatiorwith the Lead,Office Services.

« Ensureofficesaremaintainedo a high standardKeepssharedareasclean,organizecandoperatingefficiently, maintainingoffice equipmentn goodworking order,ensuringa
supplyof all necessarjorms,andupdatingbulletin boardsin atimely manner.

« Distributionof suppliesthatarerequiredfor the communityoffices.

» Maintainsandreplenishesirst Aid Kits in thebuildings.

» May provideguidanceto the Couriers,underthe consultatiorof the Lead,Office Servicesor the ManagerPlanningandinsurancein termsof their day-to-daytasks.

« Supportsandfacilitatesa primarily hot deskenvironmenfor staff with flexible work andmeetingspaces.

AdministrativeSupport

« Utilizes a variety of softwareapplicationgo preparedocumentsypdatespreadsheetandcorrespondenca atimely, professionamanner.

« Performsa variety of clericaldutiesincludingbut notlimited to sortinganddistributingincomingandoutgoingmail, faxes,laminatingandinteroffice communications.

« Booksandsetsup meetingrooms,ensuringall necessarynaterialsareavailable andassistdacilitatorswith equipmensetup includingvideo conferencingsystemsasneeded.
« Inputs,maintainsandupdatesa variety of dataon the computemwhererequired.

« Assistswith printing, photocopyingfaxing, collating, distributingandretrievingdocumentsandfiles.

« Assignstasksandprovidesguidanceo office volunteersandmail couriers.

« Orderingof office suppliesasandwhenrequiredasperdirective.

« Sendingout mail andcourierpackage®n behalfof departmentandindividuals.Assistswith massdistributioneffortsto office locationson behalfof the corporation.
FinancialSupport

« Assistswith purchaserderorganizationmaintainingandorderingsuppliesfor photocopierfacsimile,andpostagemeterasrequired.

» Maintainsinventoryof stationeryandoffice suppliesfollowing throughwith purchasingndrelatedpaperwork asneededmatchesall invoiceswith back-updocumentation
(e.g.,purchaserders packingslips)andforwardspaperworkio accountingor payment.

CommunicatiorandDocumentation

« Participatesn healthandsafetyeffortsfor thelocations;updateshealthandsafetyandpolicy andproceduredindersandboardsunderthedirectionof the HealthandSafety
Coordinator.

InformationTechnologySupport

« Providesbasictechnicalsupportto staffto facilitate connectingo Wi-FI, printing documentsgonnectingo andconfiguringvideo conferencingquipmentetc.

« Redirectanquiriesfrom staff for assistanceegardingoffice equipmenissuessoftwareapplicationproceduresandphoneservices.

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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	Qualifications: Secondary school diploma plus completion of short-term training courses up to one year in office administration. Minimum of 1 - 3 years of related experience providing support in an office environment. Excellent customer service skills. Knowledge of Microsoft Office Suite with proficiency in Word and Excel. Knowledge of office practices and procedures. Must possess strong verbal and written communication, initiative, and organizational skills, with the ability to work independently. Team player with a strong collaboration skills. Proven ability to multi-task and manage activities with varying priorities. Excellent written and verbal communication skills. Strong attention to details. Ability to be adaptable and flexible with work requests. Ability to deal effectively with difficult people over the telephone and in person. Ability to work independently and problem solve.
	Job Summary: The Office Services Administrator is the first point of interaction for staff, visitors, and individuals served, in person or by telephone, responding to inquiries and providing information or referrals as appropriate. Works closely with the administration and properties teams and is responsible for performing a variety of office-related duties such as answering telephone, filing, data entry, and reception duties, in support of the community staff where required. Supports and enhances the office experience for CLTO staff, individuals and visitors.
	Responsibilities: Office Services
• Handles reception services at a community location, presenting a polite and professional manner when greeting and directing visitors, and responding to in-person and telephone inquiries.
• Serves as main point of contact for all incoming and outgoing deliveries, including mail, parcels, and courier services.
• Responds to internal/external calls and transfers calls to the appropriate staff, ensuring high priority calls are dealt with in a timely manner.
• Address day-to-day situations through flexible problem solving either individually or in consultation with the Lead, Office Services.
• Ensures offices are maintained to a high standard. Keeps shared areas clean, organized and operating efficiently, maintaining office equipment in good working order, ensuring a supply of all necessary forms, and updating bulletin boards in a timely manner.
• Distribution of supplies that are required for the community offices.
• Maintains and replenishes First Aid Kits in the buildings.
• May provide guidance to the Couriers, under the consultation of the Lead, Office Services or the Manager, Planning and Insurance, in terms of their day-to-day tasks.
• Supports and facilitates a primarily hot desk environment for staff with flexible work and meeting spaces.
Administrative Support
• Utilizes a variety of software applications to prepare documents, update spreadsheets, and correspondence in a timely, professional manner.
• Performs a variety of clerical duties including but not limited to sorting and distributing incoming and outgoing mail, faxes, laminating and interoffice communications.
• Books and sets up meeting rooms, ensuring all necessary materials are available, and assists facilitators with equipment set up including video conferencing systems as needed.
• Inputs, maintains, and updates a variety of data on the computer where required.
• Assists with printing, photocopying, faxing, collating, distributing and retrieving documents and files.
• Assigns tasks and provides guidance to office volunteers and mail couriers.
• Ordering of office supplies as and when required as per directive.
• Sending out mail and courier packages on behalf of departments and individuals. Assists with mass distribution efforts to office locations on behalf of the corporation.
Financial Support
• Assists with purchase order organization, maintaining and ordering supplies for photocopier, facsimile, and postage meter as required.
• Maintains inventory of stationery and office supplies, following through with purchasing and related paperwork, as needed; matches all invoices with back-up documentation (e.g., purchase orders, packing slips) and forwards paperwork to accounting for payment.
Communication and Documentation
• Participates in health and safety efforts for the locations; updates health and safety and policy and procedures binders and boards under the direction of the Health and Safety Coordinator.
Information Technology Support
• Provides basic technical support to staff to facilitate connecting to Wi-FI, printing documents, connecting to and configuring video conferencing equipment, etc.
• Redirects inquiries from staff for assistance regarding office equipment issues, software application procedures, and phone services.
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