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Adolescent Mental Health Centre

Fully Accredited by Canadian Council for Accreditation
Requires an
Administrative Assistant 
                                                     4 or 5 days a week – negotiable
                                      Hours: 10:00 a.m. to 6:00 p.m. Monday to Thursday
                                                     9:00 a.m. to 5:00 p.m. Fridays 

Responsibilities: 

Provide administrative and clerical support to the agency.  Responsibilities include a range of duties but not limited to, special projects, attendance at community events, responding to requests from the public and taking the lead role on the organizations fund raisers.  Receptionist and clerical duties will also be required to support the day to day operations. 
Qualifications:
Strong interpersonal skills, sensitivity to others, and positive attitude.  Ability to work independently and be self motived.  Good time-management with an ability to prioritize and multitask.  Strong written and verbal communication skills.   Interest in professional and self development.  Strong computer skills and proficiency with MS Office (Word, Excel and Outlook), with the ability to learn new software quickly. Knowledge of Social media platforms. 
Minimum of 2 years’ office related experience
Salary and Benefits:

Competitive

Maryvale offers a positive work environment and is a non-smoking campus

                             Please apply by Oct 2, 2020 to cmartin@maryvale.ca
