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EMPLOYMENT OPPORTUNITY 

Administrative Assistant 

Contract 
Summary: 

The Administrative Assistant functions as a member of an interdisciplinary team and reports directly to the 

Mental Health & Addictions Manager (CWD).  This position assists with the day-to-day operation of the Mental 

Health & Addictions office, by providing a full range of administrative duties, in a fast-paced environment.  

 

Work will primarily be in an office setting but travel may be required to attend assigned meetings. The 

incumbent may be subjected to stress from dealing with persons served and families in distress, difficult people 

and situations, and a high workload. 

 

This job description indicates the general nature and level of work expected.  Due to the changing nature of 

work and the work to be done, the job specifications may be changed or altered as required. Incumbent may be 

asked to perform other duties as required. 

 

Essential Functions: 

 Greet community members, residents and visitors in a respectful, pleasant and professional manner. 

Provide clerical and administrative support to the Mental Health and Addictions Manager. 

 Manage the exchange of information in a manner that respects confidentiality. Assist with developing 

and maintaining personnel tracking and reporting systems. Assist with developing a variety of 

administrative forms as required. 

 Assist Mental Health and Addictions Team to manage schedules by maintaining a schedule of individual 

and Program appointments, meetings and assignments, including dates, times and locations. Collect, 

open, sort, record and distribute incoming mail and fax correspondence directed to the Mental Health 

and Addictions Manager. 

 Collect and sort meeting packages from Mental Health and Addictions Manager on return from regional 

and other meetings. Copy and distribute information to relevant staff. 

 Review minutes from regional and other meetings and develop task list for distribution to relevant staff. 

 Assist with composing correspondence for Mental Health and Addictions Manager review and signature 

as directed. Assist with monitoring follow-up to ensure appropriate and timely response/s. 

 Assist with developing and overseeing the maintenance of a well-organized record keeping/filing system 

to ensure easy reference and rapid retrieval of information. File and retrieve relevant documents, records, 

reports and information. 

 Retain, organize and back up electronic copies of relevant documents, records, reports and information. 

Store confidential information in a secure locked cabinet. 

 Answer general phone inquiries using a professional and courteous manner. 

 Transcribe, compose and/or edit a variety of documents using word processing, spreadsheet, database 

and/or presentation software. 

 Use technology and other resources to create print documents, electronic and other administrative and/or 

program resources and materials, including but not limited to pamphlets, forms, newsletters, and flyers. 

Coordinate logistics for Mental Health and Addictions Program meetings, training and/or other special 

events, including but not limited to booking space and catering, preparing and circulating notices, 

confirming attendance, preparing agendas and meeting packages. 

 Record, transcribe and distribute minutes of Mental Health and Addictions Program meetings and task 

lists. Participate in the Quality Assurance System/Quality Management Process. 

 Participate in and support program evaluation processes. 

 Collaborate with leadership, staff, community and partners in achieving the goals and objectives 

identified in the Sagamok Anishnawbek community development plan and other community 

development initiatives. 

 Comply with Department, Band, and funding accountability standards (including but not limited to 

personnel, program and administrative forms; program logic models; work plans; narrative and data 

program reports, evaluation and quality assurance practices). 

 Participate in regular supervision, staff and corporate meetings as directed. Represent the interests of 

Sagamok Anishnawbek on assigned committees or groups. 

 

 

Qualifications/Terms & Conditions: 



1. Diploma in an Administrative Assistant or related program from a recognized training institute. 

Minimum of two years of related work experience. 

2. Must have excellent computer skills in Microsoft programs Excel, Word, Access, PowerPoint, etc. 

3. Must have excellent communication skills both oral and written. 

4. Excellent problem-solving skills. 

5. Ojibway language, knowledge and appreciation of Native Culture and Heritage are considered definite 

assets. 

6. Must be able to work as a team member and at times with minimum supervision. 

7. Must pass a criminal reference check and vulnerable sector screeningInformation Centre Check (CPIC) 

and Vulnerable Sector Screening (VSS). 

8. Must be Covid-19 Vaccinated 

 

Interested applicants MUST submit: 

1. a cover letter  

2. Updated resume  

3. photocopies of certificates/diploma/degree from a post-secondary institution, and  

4. three references (preferably 3 recent employment references from a direct supervisor/manager or 2 

recent employment references from a direct supervisor/manager and one [1] character reference): 

 

 

Attn: Hiring Committee, c/o Human Resources 

Sagamok Anishnawbek, P.O. Box 610, Massey, Ontario, P0P 1P0 

Fax: (705) 865-3307 / Email: spencer_natalie@sagamok.ca 

 

 

By: May 31, 2022 at 4:00 p.m. 

 

 
Late or incomplete applications will not be considered and we appreciate your interest.  Preference will be given to Aboriginal people. 


