metrovancouver

Position Title: Administrative Professional (Program Assistant Il)

Position Status: Full-Time Regular

Department: Project Delivery

Employee Group: Teamsters Local 31

Location: 4515 Central Boulevard, Burnaby

Salary Range/ Wage Rate: PG T19 $2,510.68 - $2,953.65 bi-weekly (2024 wage rates)

Our Project Delivery Department is seeking an Administrative Professional (Program Assistant Il) who will provide
coordinated administrative leadership, oversee and supervise clerical output and workflows, support records and
information management systems, and contribute to departmental process improvements.

You are: an experienced administrative professional with strong organizational and supervisory skills, able to support
and guide a large administrative team with any Departmental or Company process questions, while reviewing
documents and reports for accuracy. You seek clarification when needed to ensure alighment with expectations, serve
as a first point of contact for administrative staff, and work closely with the Office Manager to support the management
team in a busy, fast-paced department.

This role:

e In conjunction with a superior, plans, assigns, supervises and reviews the work of a moderately sized group of
subordinates providing diversified and fairly complex clerical support services to a division.

e Acts as a project leader on specific office support development and implementation projects; establishes project
priorities, prepares schedules and task assignments, monitors work progress and approved budgets, prepares and
presents progress reports; performs post implementation system evaluations as required.

e Maintains and controls departmental records and information systems; tests and assesses records and
information management systems; makes recommendations on the implementation of upgrades or replacement
technologies.

e Interprets pertinent laws and departmental regulations to the public in person and through correspondence and

attempts to resolve difficult public relations problems referred by subordinates; composes a variety of letters and
reports of a technical nature.

L SERVICES AND SOLUTIONS FOR A LIVABLE REGION



e Liaises with a variety of internal and external contacts concerning matters related to the work; acts as a resource
person and provides technical expertise, information and assistance to users of administrative and records
management systems.

e Reviews, edits and checks a wide variety of documents, reports, statements and office records for accuracy and
completeness, propriety of charges and conformance with departmental regulations; prepares specific budgets
and monitors same upon approval.

e Develops, recommends, and implements policies and procedures for administrative records and information
systems; develops and maintains procedural manuals, drafts new forms, and new and/or revised methods and

procedures to improve efficiency.

e Performs related work as required.

To be successful, you have:

e Completion of Grade 12, supplemented by completion of a certificate program in Office or Business Management
or related discipline and considerable related experience including some supervisory office experience; or an
equivalent combination of training and experience.

e Thorough knowledge of correct punctuation, grammatical usage and good vocabulary for preparation of business
letters, reports and statements.

e Considerable knowledge of the rules and regulations which govern departmental activities.

e Considerable knowledge of office methods and procedures including records and information management
systems and computer applications related to the work performed.

e Considerable knowledge of the basic principles and practices involved in the maintenance of varied office records.
e Sound knowledge of the principles and practices of office management.

e Ability to plan, organize and supervise the work of a number of clerical subordinates.

e Ability to make decisions in the light of established precedence and resourcefulness in meeting new problems.

e Ability to make complex arithmetical computations with reasonable speed and accuracy.

e Ability to maintain effective working relationships with the public and to explain and interpret departmental rules
and regulations.

e Ability to supervise the maintenance of complex office records and to prepare statistical and narrative reports
from such records.

e Ability to understand and interpret complex oral and written instructions.

e Driver’s Licence for the Province of British Columbia.



Our Vision:

Metro Vancouver embraces collaboration and innovation in providing sustainable regional services that contribute to a
livable and resilient region and a healthy natural environment for current and future generations.

Metro Vancouver employees proudly serve the region and demonstrate the behaviours and attributes of six leadership
competencies: Accountability, Adaptability, Building and Nurturing Relationships, Communication, Continuous Learning,
and Strategic Thinking and Action.

At Metro Vancouver, we are committed to cultivating a diverse, safe, equitable, and inclusive work environment for all.
We strive to attract and retain a talented, diverse workforce that is reflective of the region we serve. If an
accommodation is required during the recruitment and selection process, please contact careers@metrovancouver.org
for support. Learn more about our commitments to diversity, equity, and inclusion here.

Please follow this link https://metrovancouver.org/about-us/careers to our Careers page where you can submit your
application by March 19, 2026.
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