
 

 

JOB DESCRIPTION 

Administrative Assistant   

  

 

SUMMARY: A key member of the Mississippi Valley Conservation Authority (MVCA) 
team, the Administrative Assistant provides administrative support for all 
program areas.  

MAIN RESPONSIBILITIES (This is not an exhaustive list) 

1. Provide general administrative support to all program areas including copy editing, 
typing correspondence, printing, faxing, photocopying, laminating, information 
searches and the creation and maintenance of information binders/manuals for all 
program areas. 

2. Receive visitors and employees; answer inquiries in person or on the phone, and 
refer callers to the appropriate staff. 

3. Maintain the Authority filing system and library so that filing and resource material 
is up to date and easily accessible for all staff. 

4. Maintain appearance of front office, staff lunch room, common and storage areas, 
bulletin boards and meeting rooms. 

5. Pick up, sort and distribute incoming mail and courier packages and prepare and 
deliver outgoing mail. 

6. Coordinate packing, shipping and tracking of courier and mail items; appropriately 
distribute packing slips and monitor postage meter status. 

7. Maintain an inventory of office equipment and other supplies (ie. paper and toner, 
pens and kitchen supplies) and order supplies as required. 

8. Oversee meeting room bookings; ensure schedules are posted outside of meeting 
rooms and ensure meeting rooms are left tidy and clear of dishes etc. 

9. Coordinate the ordering, delivery, set-up and clean-up of catering for Authority 
meetings and special events and order supplies as required. 

10. Liaise with cleaning contractor as required.  
11. Maintain and update various contact lists, manuals, etc; and provide on-going 

assistance with distribution as requested. 
12. Coordinate distribution and maintain records for keys and security cards, etc. 
13. Coordinate orientation meetings for new hires, prepare workstations and provide 

tour of premises. 
14. Make flight and hotel reservations for staff and members as required. 
15. Coordinate staff communication while out in authority vehicles/on site including 

radio checks, call-ins during the day and end of day returns. 
16. Assist with the organization of special events (staff team building days/public 

events/member events/booth attendance), including on site assistance during 
special events. 

17. Assist with submission of special employment program applications. 
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18. Provide comprehensive and accurate information on a broad spectrum of 
environment/water/property related topics to clients in person, by phone and 
email.  Respond to client questions with professionalism.  When necessary, refer 
clients to technical staff or outside agency for more detailed information.  

19. Enter planning applications and fees received in the planning and regulations 
database upon receipt at office.  Prepare request for invoice if required. 

20. Research confidential legal inquiries such as clearance letters associated with 
Section 28 of the Conservation Authorities Act. 

21. Update webpages as required (Purdon bloom status/office hours etc.) 
22. Perform work in accordance with the provisions of the Occupational Health and 

Safety Act and Regulations and all other relevant corporate/departmental policies 
and procedures; ensures completion of required reports in the event of an injury to 
any assigned staff. 

23. Attend Authority meetings and transcribe minutes of meetings as required.  
24. Perform other related duties as assigned by supervisor. 

Education/Experience: 

25. Secondary school graduation diploma and successful completion of a program in 
business administration, accounting or related secretarial field. 

26. Two to three years of relevant experience. 
27. Experience and formal training combined with demonstrated performance and 

ability may substitute for stipulated academic/experience requirements. 

28. Valid Class G Drivers License and access to a personal vehicle. 

Additional Competencies/Skills 

29. Working knowledge of applicable occupational health and safety legislation; general 
knowledge of relevant corporate/departmental policies. 

30. Demonstrated ability to: 
a. Interact with all MVCA staff in a professional manner. 
b. Work cooperatively with other Administrative Assistants to ensure that all 

tasks assigned are completed with excellence and in a timely manner. 
c. Make appropriate, realistic and timely decisions based on consideration of 

the facts and alternatives.  
d. Provide excellent service to internal and external clients by focusing on 

discovering and meeting their needs and building and maintaining positive 
and effective working relationships. 

e. Communicate effectively and concisely, both orally and in writing. 
f. Lead by example, demonstrating integrity, creativity and enthusiasm in 

achieving results. 
g. Succeed in a fast-paced environment. 

31. Work effectively both independently as well as in a team environment. 



                    

Job Description – Administrative Assistant  Page 3           

   

32. Direct activities towards timely completion of assigned tasks; adjust priorities or 
resources as required. 

a. Quickly shift priorities and adapt to changes to meet organizational and 
department requirements. 

b. Comprehensively use software including database, spreadsheet, word-
processing, presentation, electronic mail and calendaring. 

c. Adapt to changes in process, systems and organization structures. 
d. Knowledge of GIS is desirable. 

Effort 

33. Fatigue resulting from focusing and juggling multiple accountabilities and priorities. 
34. Visual fatigue resulting from looking at a computer screen sporadically for large 

parts of the workday.  
35. Work requires some physical effort when setting up for and tidying up from 

meetings, assisting with set up for events; receiving and storing supplies. 

Working Conditions 

36. Normally, indoor office environment. 
37. Occasionally required to extend hours to meet work demands including occasional 

peak periods where required to work evenings or weekends for special events etc.  
38. Some travel, which is normally within the Mississippi Valley Conservation 

Authority’s territory. 

Language 

English 
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