JOB POSTING
Position: Administrative Assistant
Hours: 35 hours per week (1.0 FTE)
Location: Victoria, BC
Application deadline: May 27, 2019 Midnight PST
Desired start date: Ideally early June 2019
Compensation: $21.00-$23.00/hour

We are looking for an Administrative Assistant to join our innovative and interdisciplinary
team at BC Healthy Communities Society (BCHC). As part of our team, you will be working in a
highly collaborative learning environment to support both operations and program-specific
tasks.
Key Responsibilities









Act as the first point of contact for BCHC and manage general inquiries, incoming email and
phone calls;
Support the BCHC team with office administration tasks to ensure smooth operations such
as scheduling meetings, ordering office supplies, IT troubleshooting and liaising with service
providers;
Provide a range of program supports including but not limited to, making travel
arrangements, printing and shipping and organizing event and meeting logistics;
Work closely with our Operations Specialist on financial related tasks such as processing
incoming expenses, scanning documents, reconciling accounts and entering financial
information into the accounting program;
Assist with data management and evaluation activities such as maintaining lists, data
collection and entry, transcribing and analysis; and
Provide communications related supports as needed such as image sourcing, updating
templates and website content.

About You
As the Administrative Assistant, you are the key person providing overall administrative and
logistical supports for our team to plan and deliver our programs and services across the
province. From day to day financial administrative tasks to helping to elevate our daily
operations and contributing to our organizational strategies, you will be working closely with
the whole team in a number of ways. You thrive providing supports to make things run
smoothly.
Additionally:



You are detail-oriented and highly organized;
You bring fun to the work environment;







You are resourceful and tech savvy;
You are great at thinking ahead, anticipating needs and creative problem solving;
You have excellent productivity skills and good at meeting multiple deadlines;
You want to grow and learn through your work; and
You are self-driven and see your work as an opportunity to make a difference in the
lives of others.

To do this job you will need:











A diploma in business administration or public administration, event coordination or similar
related field;
Proven experience in office administration, event coordination, data management and
communications;
Experience with basic bookkeeping principles, managing financials (i.e. invoicing/payables);
Intermediate skills in Microsoft Office, particularly Word, Excel and Powerpoint;
An understanding of online evaluation mechanisms such as; Google, social media analytics
and online survey platforms;
Basic formatting and image editing skills;
Project management skills an asset;
Some understanding of website content management systems such as; WordPress and
Drupal;
Experience with not-for-profit, community development and health promotion an asset;
and
Ability to work well both independently and as part of a highly collaborative team.

About Us
BC Healthy Communities Society is a province-wide not-for-profit organization that facilitates
the ongoing development of healthy, thriving and resilient communities. We provide a range of
programs, resources and fee-for-service offerings to support communities, local governments
and multi-sectoral groups to collaborate to build healthier communities. For more information
see our website www.bchealthycommunities.ca and our PlanH legacy program www.planh.ca.
Our Commitment to You:
BC Healthy Communities offers a progressive workplace culture that encourages leadership and
learning. We are an interdisciplinary team and we enjoy our time together, with a light-hearted
and compassionate approach to our work. The benefits of working at BCHC include:




Innovative and supportive peer-learning environment;
Opportunities for professional development to improve your existing knowledge
and passion for healthy communities; and
Health and a range of other benefits.

At BCHC we value diversity and we foster a workplace in which individual differences are
recognized, appreciated, respected and responded to in ways that fully develop and utilize each
person’s talents and strengths. We encourage applications from those who may not strictly
meet the specific qualifications listed above, but whose unique experience, abilities and
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perspectives would still make them a strong candidate for the position, particularly those who
understand the importance of equity from the perspective of lived experience. We will take
into consideration any accommodation measures required to enable candidates to be assessed
in a fair and equitable manner.
For inquiries contact Claudia de Haan-Hewett at claudia@bchealthycommunities.ca.
How to Apply
Please title the subject line of your e-mail: AdminAssistant_ First Name Last Name.
Submit cover letter/resume by Monday, May 27 at Midnight PST to Jodi Mucha at
jodi@bchealthycommunities.ca
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