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SOMAN



   January 29, 2012                      
Employment Opportunity

Administrative Assistant I

Snoman Inc. is seeking an enthusiastic and highly motivated individual
to fulfil the role of an Administrative Assistant I.  Under the direction of the Executive Director, the individual is responsible for a variety of duties and responsibilities.

Scope: The Administrative Assistant 1 reports to the Executive Director and is responsible for assisting the Executive Director and staff in providing office administrative services.

Primary Duties and Responsibilities:

 Provides office support service in order to ensure efficiency and effectiveness within the Snoman Inc. office.  As well, provides receptionist function, along with clerical duties, secretarial support and assists in the administration of special projects.  This includes the following:
- Answering, relaying telephone messages, inquiries, retrieving messages from the fax and information from electronic mail “info @snoman” website, and forwarding to appropriate staff. 
 - Responsible for mail sorting, opening date stamping, recording all general correspondence.
 - Assist in shipping, receiving office supplies, maps, brochures and other related supplies.
 - Assist in the preparation and review of large mailings, club packages, maps, brochures, kiosk maps and dealer maps.
- Maintaining a file system and file all correspondence, and maintaining an inventory of adequate office supplies
- Assist in making preparations for Board of Directors, committee and other office administrative meetings; this includes updating Board agenda, minutes and other relating correspondence.
-  Provide support to office staff in data entry function.

- Assist in other special projects including administering the “Ride of the Week” and “Membership program”, etc.
- Provide support to the Executive Director and other staff as required.
- Will assist in updating the website, recording the trail audit program and assisting with the Snoman Congress.
- Duties are not limited to the aforementioned, but will perform other duties as assigned. 
Qualifications:
- Must have effective communication skills.
- Will have strong interpersonal skills including public relations with an ability to promote the organization positively.
- Experience in computer programs such as Microsoft Office, Excel, Power Point, Outlook is a requirement. Knowledge in website management would be an asset.
- Knowledge of administering a filing system would be preferred.
- Experience in building positive relationships which would establish and maintain positive working relationships with others both internally and externally to achieve the goals of the organization.  This includes working effectively with staff, Board members, stakeholders, snowmobile clubs and their members.
-  Knowledge of a volunteer sector and how they relate to the organization.
-  Knowledge and experience of the snowmobile industry would be preferred.
- Willing to work in an office setting, understanding the needs of an office operation in regard to inventory.
-  Experience in a snowmobile club or in a snowmobiling activity would be an asset.
- Completion of Grade XII education.
Salary Range upon qualification: $ 25,260.00 - $ 33,679.00
Snoman Inc. offers a competitive compensation package.  Interested candidates must provide their resumes including a minimum of three references in a sealed envelope to:

            Personnel / Human Resources Committee – Snoman Inc.

            Attn. Ken Lucko

            2121 Henderson Hwy

            Winnipeg, Manitoba

            R2G 1P8

While we appreciate all applicants, only those selected for the interview, will be contacted.

Application deadline is Friday, March 2 at 5:00pm.
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