 Assistant Non Profit Administrator
21 hours per week
Seeking a seasoned administrator that has strong initiative and with at least 2 years’ experience with non-profits administration, reporting and HR. Experience with CARF Accreditation is a definite asset. Social media, Outlook and Microsoft Office are essential as are strong writing skills and a high degree of organizational skills.   This is a fast paced team environment, you must be able to get along well with others, willing to take direction as well as work independently.
Must have valid Driver’s License

Must be able to pass a vulnerable sector criminal records check

Must be highly organized and able to work well with others in a fast paced environment

Must be able to work well under stress

Must have at least 2 years’ experience in an administrative role

Please respond with cover letter, resume and salary expectations to email with Finance Position in subject line. Candidates that are currently on EI, have been on EI in the past 3 years or on parental leave in the past five years are encouraged to apply.
Closing Date: UNTIL FILLED
Email resume and cover letter with 2 references to info@anndavis.org with Assistant Administrator Position in the subject line of email. 
