2703 A — 83 Garry Street,
Winnipeg, MB R3C 4J9

Tel: (204) 475-5008
Fax: (204) 475-5812

Part-Time Administrative Assistant

General Council of Winnipeg Community Centres

Are you the next great addition to our organization? Do you love to organize, work with data, and
learning new tasks? As a member of this team, you will support our not-for-profit organization, work
closely with members of Community Centre boards and the public.

GCWCC's primary purpose is to function as the central resource for all City of Winnipeg Community
Centres and to facilitate cooperation and communication among the volunteer boards, and between
the Community Centres and City administration.

Conditions of Employment:

* Must be legally entitled to work in Canada

* Must provide and maintain a satisfactory Criminal Record Check.
* Must have the ability to work evenings and weekends as required.

Part-Time Administrative Assistant

Reporting to the GCWCC Executive Director, the Administrative Assistant supports our team and
community centre volunteers. You will manage company information in a central location by
completing a range of clerical task, as well as basic customer service responsibilities,
bookkeeping, and data reporting.

On any day of the week, they may perform the following tasks:

e Greeting visitors and accepting deliveries

e Monitoring email and regular mail.

e Monitoring/follow-up for Community Centre accountability items,
e File maintenance

e Preparation/follow-up of invoices

e Reconcile petty cash and credit card transactions,

e Monitoring and purchasing of office/kitchen supplies

e Day-to-day clerical/admin tasks, and reporting

e Support and process grant applications from Community Centres
e Attending meetings, minute taking and distribution

e Help with preparation of employee biweekly payroll

e Perform accounts payable and accounts receivable task using Sage 50 as assigned
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Qualifications:

e Some administrative experience preferred.

e Strong communication skills, both verbal and written

e Strong phone/customer service skills

e Basic bookkeeping experience

e Strong computer skills (Microsoft Office, Contact Management Database experience
preferred)

e Excellent time management skills and the ability to multi-task effectively.

e Have excellent attention to detail and high-level accuracy

e Knowledge of Sage Accounting system is an asset.

e Bilingualism (English and French) is an asset.

Part-Time (20 hours per week), permanent
Some evenings and weekends may be required
Flexible schedule available

Benefits, and parking
Part Time: $22,880 to $25,000

Applications close on Thursday August 22, 2024.

We appreciate all everyone who applies, but only those who are asked to attend an interview will be
contacted.
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