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Administrative Assistant - Social
Services (Temporary, Full-Time)

Req #1213
230 Talbot St, St Thomas, ON N5P 1B2, Canada

Job Description
Posted Tuesday, April 28, 2026 at 12:00 a.m. | Expires Friday, May 15, 2026 at 11:59 p.m.
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The Corporation of the City of St. Thomas has an existing vacancy for an:

ADMINISTRATIVE ASSISTANT - SOCIAL SERVICES

Temporary, Full-Time
Job Posting #1213-04-26

POSITION SYNOPSIS AND PURPOSE:

This non-union position, reporting to the Director of Social Services, provides senior-level
administrative support to the Director and all management team members within the department.
This position will interact with corporate leadership team members, the public and all various
other levels of City staff. The Administrative Assistant will be a significant contributor to supporting
the team in building a vibrant community that supports our vulnerable population while providing
compassionate customer service. In this role, the Administrative Assistant will manage a high
volume of confidential documents, communications, and related administrative processes,
ensuring they are handled in a professional, consistent, and timely manner. Superior
nraanizatinnal <kills with a focus on continuous improvement to enable a high-performance
sential in this role. Responsibilities include preparing correspondence and
nents, scheduling and taking meeting minutes, including management and
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MAJOR RESPONSIBILITIES AND ACCOUNTABILITIES:

Administrative Support for the Director

Provides senior-level confidential administrative support in relation to the Director’s
priorities, documents, and projects.

Assists to organize the Director’s calendar, including coordinating registrations for
conferences, travel arrangements and accommodations.

Schedules and attends bi-weekly department management meetings with the department’s
leadership team, including preparing, managing, recording, and circulating supporting
documents (ie. agendas, meeting minutes).

Maintains records and files specific to the Director, some of which are highly confidential,
including employee relations matters, legal documents, and closed session reports.
Communicates with department’s leadership team and other departmental staff to help
manage and track issues and tasks assigned by the Director.

Supports the Director with department specific projects such as preparing public facing
reports, organizing/coordinating employee workshops, etc.

Monitors and maintains purchasing records, banking reconciliations, invoices and items
requiring Director’s signature.

Assists the Director to request minor building repairs, maintenance and IT support, as
required.

Acts as a liaison and point of contact for external and internal stakeholders when the
Director is away.

Performs other related duties, responsibilities and functions as assigned by the Director.

Administrative Support for the Social Services Management Team

Provides administrative support to the entire management team within the Social Services
department.

Supports departmental leadership with the onboarding and offboarding of employees,
including items related to human resources, IT, Property and parking. Sets up workspace
and completes Dayforce orientation.

Coordinates arrangements for department special events (ex. team- building activities,
retirement parties, staff lunches, holiday events, etc.) including preparing and sending
invitations, collecting and recording RSVPs, making catering arrangements, ordering
materials, etc. as well as providing day-of event support.

Provides support and technical guidance to other departmental administrative positions (ie.
front desk, finance clerk, etc.) harmonizing administrative practices, developing
administrative support guidance documents, etc.

Maintains departmental attendance and leave records, banked time tracking, and prepares
accurate payroll submissions including employee status forms. Troubleshoots employee
timesheet and payroll errors and problems.

Requests, receives and organizes bi-annual vacation requests from unionized staff for
management review.

Issues monthly transit passes to clients, liaisons with Roads and Transportation department
and maintains supporting financial documentation.

Performs other related duties, as assigned by the management team.

1d attends partnership meetings with senior external stakeholders, including
managiny all external communications, RSVP lists, preparing the agenda and transcribing
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including managing all external communications, membership inquiries, preparing the
agenda, transcribing meeting minutes and circulating applicable supporting documents and
information.

e Acts as the support lead to the management team during emergency events. Duties
include shopping/picking up supplies, arranging services and food, maintaining invoicing
records and other duties as assigned.

Communication Support

o Composes, formats, proofreads, edits or revises correspondence, reports (including Council
reports), public information packages, spreadsheets, presentations, including application of
accessibility standards (AODA) where applicable.

o Participates in the development of communication strategies, prepares and coordinates
communications material within the department for both staff and the pubilic.

o Creates and maintains content on the department’s social media platforms.

» Requests updates for department’s content on the City’s web page.

o Creates, designs, and distributes blast email notifications for clients of the department.

Other General Administrative Support

o Prepares for approval and produces monthly staff calendars for distribution to department
staff.

o Completes registrations for staff training and conferences and arranges payment.

o Forwards approved ergonomic requests to HR and orders all required items. Monitors and
orders all departmental stationery and supplies including supplies for fax machines,
photocopiers, and printers within approved budget guidelines, as required. Initiates
maintenance requests and liaises with service contractors, including follow up.

MINIMUM QUALIFICATIONS:

Education and Experience

e A minimum accredited 2-year College Diploma in Office Administration, Public
Administration, Business Administration, Communication/Public Relations or a related
discipline

e Minimum 5- years’ experience in senior-level administrative support

o Considerable experience in preparing and drafting standard and executive level
correspondence and reports, editing the layout and formatting of complex reports,
presentations, correspondence, charts and tables

o Experience taking meeting minutes

Knowledge/Skill/Ability
 Ability to maintain a high level of confidentiality.
o Considerable knowledge of municipal operations that may include, but not limited to, council
and committee proceedings and information requests.
» Highly organized with a demonstrated ability to prioritize and meet deadlines.
o Exceptional communication skills both written and verbal.
¢ Highly developed customer service and interpersonal skills to address public inquires and
maintain effective working relationships with management, vendors, the general public and
:r levels of City staff.
Microsoft Office Suite (i.e. Microsoft Word, Excel, Outlook, PowerPoint and
. wwnonies, JI related software.
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e Must possess a valid Class "G" Ontario Driver's Licence and access to reliable
transportation.
o Satisfactory Police Record Check.

REMUNERATION RANGE: $37.02 - $45.00 per hour, plus 4% vacation pay, working a 35 hour
workweek. Regular hours are Monday to Friday; 8:30 a.m. — 4:30 p.m. with a one (1) hour unpaid
lunch.

Applications must be received no later than Friday May 15, 2026, at 11:59 p.m.

HOW TO APPLY:
Go to www.stthomas.ca — Employment, Employment Opportunities. Go to Posting Title and click the
‘Apply Now’ button. You may need to register/create a Login.

Please import/upload your COVER LETTER AND RESUME individually (i.e. pdf, word) and
ensure you have attached all documents prior to submitting your application.
Note: You may be required to answer Qualification questions during the application process.

The City of St. Thomas is an equal opportunity employer. Accommodations are available for all parts of the recruitment
process. If you require accommodation to apply or if selected to participate in an assessment process, you must
provide your accommodation needs in advance. Questions may be directed to the Human Resources Department at
519-631-1680 ext. 4146.

Although we appreciate all applications received, only those selected for an interview will be contacted.

Personal Information on this application is collected under the authority of the Municipal Act., R.S.0. 2001, as
amended, and will be used to determine eligibility and suitability for employment with the City of St. Thomas.
Our hiring process does not use artificial intelligence (Al) or automated decision-making tools. Applications
are reviewed and evaluated by our hiring team.

Job Details

Pay Type
Hourly

Scan this QR code and apply!
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