
          
    

  
  

 
 
 
 

EMPLOYMENT OPPORTUNITY 
 

SERVICE AREA:  Post Secondary 
DEPARTMENT:  Old Sun Community College 
POSITION:  Administrative Assistant to Coordinator 
WAGE:   Wage based on Education and Experience 
TERM:   January 30, 2023 – March 31, 2023 Term Contract 
DATE POSTED:  January 20, 2023 
DEADLINE:  DEADLINE: January 25, 2023 4:30 PM 
 
Statement of Duties: 
 
The Administrative Assistant will prepare correspondence, reports, and other material, operate office 
equipment and perform other clerical duties of a general nature according to established procedures at 
the Old Sun Community College. 
 
DUTIES AND RESPONSIBILITIES:   Duties include but are not limited to the following  
 

1. Key in, edit, proofread and finalize correspondence, reports, presentations and other 
documents from notes using computers 

2. Coordinate schedules for multimedia/technical activities  
3. Coordinate/notify participants regarding scheduled meetings 
4. Send and receive messages and documents using fax machine or electronic mail  
5. Making adjustments to staff schedules and updating calendar 
6. Arrange bookings as assigned (meetings, working sessions) 
7. Take minutes of meetings (that are conducted in Siksika) 
8. Assist with creation/transcribing/editing of materials  
9. Work under direction from Coordinator 
10. Must be punctual and reliable  
11. Other duties as assigned 

 
MINIMUM QUALIFICATIONS  
 
Knowledge, skills and abilities:  
 

1. Must have knowledge of office procedures and be computer competent  



2. Must have excellent communication and interpersonal skills  
3. Must know how to set up, organize and maintain records 
4. Must be willing to work in a team approach with all personnel in achieving goals and objectives 

of the college 
5. Must be committed to following the overall policies of the Old Sun Community College  
6. Fluent speaker; if not a writer will gain the skills from team members 

 
EDUACATION and EXPERIENCE 
 

1. Grade 12 Diploma plus 2 years administrative assistant experience 
2. Office skills and/or secretarial Certificate an asset  

 
 

OTHER FACTORS: 
 
Culture/Language 
 
1. Knowledge of the Siksika language or culture and history an asset  
2. Must have respect for the Siksika cultural traditions and ensure its inclusion within the 

overall functioning of the College and within the confines of Old Sun Community College 
standards.  

 
WORK ENVIRONMENT: 
 

1. General office environment, normal amount of lifting, carrying or climbing that is inherent in 
most office jobs.  

2. Expectations of professional conduct during office hours and a positive attitude toward 
community at all times.  

3. Work in a team at varying capacities and also must be able to work independently.  
 
Resumes and cover letters should be emailed to rhonda.healy@oldsuncollege.ca before 4:30 pm of the 
posting closing date. 
 
IMPORTANT: All participants must include the following:  

1. Diploma/Certificates and or/pertinent related documents.  
2. Clear Criminal Record Check.  
3. Copy of Drivers License.  

 
Please Note: Only complete applicants will be considered. OSCC wish to thank all applicants and advise 
that only those candidates will be selected for an interview will be contacted.  
 
 
          
 



 
 

 


