Job Posting for Temporary, Casual or Interim Position

	Job Title
	Program Support Assistant IB

	Interim Job Code
	INT117
	Pay Grid
	Temporary

	Student Work Program Job Code
	WPS117
	Pay Grade
	Level 1



Department, Unit or Project Description:

	Provide relevant background that will help the applicant understand how the job fits in your area and the context within which it operates. 



Job Summary:

	Under close supervision, performs a variety of routine clerical duties and administrative tasks to support the refinement and development of the program or centre. 


Accountabilities:

	1. Provide various administrative support functions to the department.

2. Compile and synthesize program related data. 

3. Update content on various communication platforms. 
4. Conduct directed research to update and improve upon various aspects of the program or centre.  
5. Contribute to internal communications projects, including updating content for websites, e-newsletters, print publications. 
6. Assist in the research, development and maintenance of communication content.



Qualifications:

	Education: High school diploma or equivalent.
Experience: 6 months of related experience.


Assets:

	· Understands event planning and implementation

· Able to work effectively in a team environment

· Works independently, but knows when to ask for guidance

· Organized and attentive to detail

· Effectively manages time to meet deadlines

· Excellent interpersonal skills: listening, understanding and responding

· Flexible and adaptable

· Comfortable with Microsoft Office suite of products (Word and Excel essential) and Mac computers

· Internet skills essential

· Knowledge of First Nations, Inuit and Metis Peoples

· Experience with Adobe Creative Suite an asset

· Preference will be given to First Nations, Inuit or Métis students. 


Additional Information: 
	State any additional information pertinent to the role.  This section should not include any Accountabilities outside the scope of what is listed above. 
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