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Job Title: Administrative Support  
 
Benchmarks: Administrative Support 3 (# 80103) Classification Grid: 5 
   
Immediate Supervisor:  LSCSS Executive Director     
 
Bargaining Unit:  UFCW Local 1518 
 
JOB SUMMARY 
 
Lower Similkameen Community Services Society is a multi-service non-profit and registered 

charity whose mission is to promote and provide excellent programs that enhance the quality of 

life by continuing to improve the social conditions, housing, health and education of our citizens.  

The Administrative Support Position is an ad hoc position used to cover administrative duties 
during staff vacations and during instances of increased workload which is in excess of typical staff 
capacity. Duties will be varied, and will change based on the Society’s needs at the time. 
 
The ideal candidate is a master multi-tasker with excellent attention to detail. The ideal candidate 
can work independently with little direction, and use problem-solving skills to complete the task. 
 

REPORTING & WORKING RELATIONSHIPS: 

The Administrative Support Position reports to the Lower Similkameen Community Services 
Society Executive Director or designate. As an ad hoc position, day to day work is directed by 
the needs being filled at the time. The support may include but is not limited to: project work 
around information technology systems, policy and procedure development, fundraising support, 
community-based research, financial projects, and support with general office administration.  

 

TYPICAL FUNCTIONS AND RESPONSIBILITIES  

1. Performs word processing duties including maintaining relevant registers, updating manuals, 
preparing reports, charts, tables, letters, presentation material and newsletters from rough 
draft and/or general instruction, using software applications such as word processing, 
spreadsheets, graphics and database.  

 
2. Provide reception duties and act as an initial point of contact for outside inquiries when on 

duty. 
 

3. Provide administrative support to the Executive Director and Manager of Operations in the 
completion of tasks, completing forms, inputting data, filing, photocopying and scanning, 
tracking and reporting as needed. Draft routine correspondence, arrange meetings, and take 
meeting minutes. 
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4. Participate in office administration, including monitoring the inventory of office supplies, 

anticipate needs when purchasing materials and supplies. Maintain the professionalism of 
the office, perform general housekeeping duties for the front-desk and common areas.  

 

5. Place purchase orders with external suppliers, receive supplies, check invoices against 
orders and goods received, store and distribute supplies, and contact suppliers to obtain 
and /or provide general information. 

 
6. Participate in ensuring compliance with current workplace safety plans and procedures, 

particularly related to COVID-19.  
 
7. Provide administrative support for Information Technology and Security Policies and 

Procedures Project by recording inventory of IT equipment; assisting in the implementation 
of policies and procedures around access control, password authentication protocols, IT 
equipment lending, virtual access, security protocols and updates on Society and BYOD 
equipment, investigating cloud based technology, and supporting the transition to cloud-
based computing. 

 
8. Support the Fundraising Committee by: 

i. Attend meetings, record minutes, draft communications for approval, be a point of 
contact for fundraising inquiries, ensure team tasks are correctly prioritised and 
deadlines are met.  

ii. Provide support to a range of fundraising and promotional events – including 
planning, and logistics.  

iii. Assist with developing and maintaining a donor database.  
iv. Provide excellent support and customer care to donors and supporters, ensuring 

consistent thanking and recognition.  
v. Work closely with the Fundraising Committee to prepare and send accurate and 

engaging donor communications e.g. e-newsletters, campaign material, web content, 
social media messaging etc. 

vi. Undertake research on prospective trust and foundations, corporate funders and high 
net worth individual donors. 

vii. Keep up to date with fundraising initiatives and news from across the sector. 
viii. Introduce new ideas and initiatives into the role whilst taking ownership of work.  

 
9. Assist with organizing and maintaining physical, electronic and cloud based file systems 

including documents and shared folders; in compliance with contractual record retention 
policies, assist with removing outdated information and reducing file storage.  

 
10. Assist in the Society's efforts to maintain required compliance and accreditation, including 

the preparation of documentation and coordination of logistics regarding contractual 
requirements and necessary policy updates and quality assurance programs.   

 
11. Perform other related duties as assigned. 
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TYPICAL EDUCATION, TRAINING AND EXPERIENCE 

 Office Administration or Administrative Assistant Certificate 

 Recent, related experience of at least one year 

 An equivalent combination of education, training and experience may be considered 

 Clearance through the Criminal Records Review Program is required 

 BC Class 5 Driver’s licence and access to an adequately insured reliable vehicle for work 
purposes 
 

TYPICAL SKILLS AND ABILITIES 

 Effective interpersonal behaviour and demonstrated oral and written communication skills, 
including the ability to communicate professionally with Board, agency staff and the public. 

 Proficient user of computer and related office technology, including physical and cloud 
based server environments, Microsoft Office, Zoom, internet & email software, publishing, 
website and social media applications.  

 Ability to work independently and collaboratively with good organizational, time and self-
management skills; ability to manage competing priorities. 

 Problem solving and analytic skills.  

 Demonstrated ability to build, and steward community connections and to collaborate with 
inter-agencies and community 

 Ability to maintain clear and accurate records  

 Adaptable and flexible to changing environments and work processes 

 Ability to demonstrate initiative, effectiveness, and efficiency of service delivery. 

 Aligns with the philosophy, policies and procedures of the society. 

 Demonstrated ability to be sensitive and understanding of individuals' social realities 

including issues of race, culture, religion, gender identity/expression, sexual orientation, 

poverty, and lifestyle. 

 Physical ability to carry out the duties of the position. 

 

 

Developed: March 16, 2021 

Sent to Union: ________, 2021 

 

 


