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BOARD OF EDUCATION
Saskatoon School Division No. 13


P O S I T I O N   D E S C R I P T I O N 


Position:	ADMINISTRATIVE ASSISTANT – FACILITIES / HUMAN RESOURCES


Immediate Supervisor:	MANAGER OF PROJECT SERVICES / HUMAN RESOURCES SUPERVISOR


Core Function:

The Administrative Assistant – Facilities / Human Resources performs a variety of administrative tasks in support of the Manager of Project Services, Project Services Department, and the Human Resources Supervisor.


Duties and Responsibilities:

1. [bookmark: _Hlk221259440]Serve as the first point of contact by greeting visitors, responding to inquiries, scheduling meetings, and coordinating travel and event arrangements.

2. Prepare, edit, and format a wide range of general and confidential correspondence, reports, and documents.

3. [bookmark: _Hlk221259724]Utilize Microsoft 365 and other business software to prepare documents, manage data, and support departmental operations, including the use of specialized departmental systems.

4. Maintain accurate data sets and perform routine data accuracy checks using Excel.

5. Coordinate interview scheduling and maintain all applicant and panel correspondence and documentation within Applitrack.

6. Reproduce, distribute, and collect departmental materials and forms.

7. Maintain accurate and confidential filing systems for records, documents, reports, and correspondence, relieving supervisors of administrative detail.

8. Perform independent administrative tasks requiring judgment, initiative, and decision-making.

9. Manage inventory, ordering, budgeting, and reconciliation for office supplies, equipment, and project-related materials, including furniture for classroom growth and capital projects.

10. Receive, sort, organize, distribute, and file incoming and outgoing mail, deliveries, furniture orders, equipment, and office supplies.

11. Provide occasional off-site support, including receiving of furniture orders and software training to school-based staff.

12. Within AssetPlanner software, create and update project and service request work orders, manage user accounts, and provide support to school-based office and administration staff.

13. Support the tendering process for major and minor capital construction projects, including advertising, receipt of tenders, tender openings, and notification of approved decisions.

14. Manage contractor photo identification, system security and access control, key management, audit databases, Central Office parking allocations, and other databases as required.

15. Act as a liaison between staff, third-party service providers, parking vendors, and other stakeholders.

16. Provide guidance and training to school staff using the Avigilon/ACM software and liaise with vendors and in-house staff to troubleshoot system issues.

17. Troubleshoot office equipment issues, including photocopiers and identification printers. 

18. Ensure invoices are printed and processed in a timely manner.

19. Support budget tracking for multiple budget lines and projects within Project Services and the Facilities Department. Monitors and manage assigned budget lines. 

20. Process journal entries to transfer project costs as required and support purchasing card (PCard) reconciliation, including follow-up for proper financial coding.

21. Schedule appointments and provide administrative coordination for Facilities staff as required.

22. Provide administrative support to the Superintendent of Facilities, Superintendent Assistant, and the Facilities Department.

23. Perform other related duties as assigned to meet organizational objectives and operational deadlines.


Qualifications:

1. Grade 12 or equivalent.

2. Completion of a Diploma/Certificate program from a recognized business education program.  A combination of education and work experience may be considered.

3. Two years of previous related experience required, including experience with budgets, accounting processes, and computerized accounting programs.

4. Experience in planning, design, construction or in a related work environment will be considered an asset. 

5. Proficient knowledge of Adobe and Microsoft 365 products, including Teams, Sharepoint, Word, Outlook, OneDrive, and PowerPoint with above average competency in Excel, and familiarity with, or the ability learn platforms such as CLVR, Atrieve, AutoCAD, and AppliTrack.


6. Self-starter with strong communication, organizational, problem-solving skills (ability to identify issues and analyze information), able to manage competing priorities and work independently with minimal supervision.

7. Strong accuracy in data entry, document preparation, and scheduling tasks.

8. Maintains discretion and handles sensitive information in compliance with organizational and HR standards.
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