YWCA TORONTO

EMPLOYMENT & TRAINING CENTRES
EXCLUSIVE JOB OPPORTUNITIES

ADMINISTRATIVE ASSISTANT
Job ID: BO-3A

Our Employment Partner is seeking an Administrative Assistant to join

their diverse team.

Job Duties:

- Carry out general tasks such as filing, typing, copying, binding,
scanning etc.

- Process expense sheets and invoices

- Reply to inquiries via email, phone or at front desk

- Receive, sort and distribute office mail

- Maintain office inventory e.g. order stationary & kitchen supplies
- Support colleagues and senior staff as needed

Requirements:

- Relevant education/training and experience

- Intermediate Computer skills (Typing 40WPM+, Microsoft Office
Suite, navigating the Internet etc.)

- Excellent communication skills

- Strong organizational & detail oriented competencies

- Able to meet deadlines for multiple priorities

Your application will be stored in our
Administrative database, and an Employment
Placement Specialist will review your qualifications

for suitability. If matched, we will contact you with
next steps including YWCA Toronto registration
and an Employer interview.

TO APPLY*

Email your cover letter and resume

in confidence to:
e linkstojobs@ywcatoronto.org, and

¢ jobhelp2425@ywcatoronto.org

*Include job title in the subject line.
No telephone enquires please.

FOR MORE INFORMATION
Let us help you on your path to career
success! Call, email or visit!

e 2425 Eglinton Avenue East, Suite 303
OPEN HOUSE: Every Tuesday at 9am

jobhelp2425@ywcatoronto.org
416.264.5788

e 3090 Kingston Road, Suite 300
OPEN HOUSE: Every Monday at 10am

wec3090@ywcatoronto.org
416.269.0090

Our Employment & Training
Centres offer a large range of
free, sponsored, and/or affordable
training programs. Join our
LinksToJobs network and receive
newsletters with updates on jobs,
special events, and more!

EMPLOYMENT This Employment Ontario service is

ONTARIO funded in part by the Government of

Canada and the Government of Ontario.
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