
Our growing company is searching for experienced candidates for the position of
assistant administrator. We appreciate you taking the time to review the list of
qualifications and to apply for the position. If you don’t fill all of the qualifications,
you may still be considered depending on your level of experience.

Responsibilities for assistant administrator

Phone coverage, extensive calendar management, filing and handling of
various mail/courier/email correspondence
Arranging and coordinating complex travel and transportation arrangements
Managing a detailed electronic filing database for all investor
correspondence
Maintaining and exploring vendor relationships and invoices
Preparing and setting-up various wire transfers on multiple banking websites
Assisting with meeting preparation including quarterly Investment
Committee meetings and meetings with external managers
Supporting other accounting functions
Assists the Business Administrator for a very complex college with the
administration of the college’s administrative and human resource operations
Participates in the management of the College’s human resources
Participates in the development and maintenance of college policies and
procedures

Qualifications for assistant administrator

Completion of the Canadian Securities Course and Conduct and Practices
Handbook or completion with 6 months of hire date
CSC and CPH recommended but not required to apply
Experience supporting or working within a Financial Operating or Investment
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Completion of the Canadian Securities Course (CSC) and Conduct & Practices
Handbook (CPH) is strongly preferred
Skills in evaluating facts of situation to determine appropriate action
Preferred experience in office management/project management role


