
Job Posting

Office Administrator & 

Communications Assistant 

The Greater Victoria Compost Education Centre (GVCEC) is a charitable, not for profit organization that provides composting, organic gardening and conservation education to residents of the Capital Regional District.

We are seeking an energetic and motivated person to join our team as an Office Administrator & Communications Assistant.  This is a part-time position based on a 21 hour work week.  This is a one-year position, renewable dependent on funding.

Work Week: Wednesday, Thursday, Saturday, 9am – 4:30pm. Occasional Sunday and evening work.  Candidates able to work these hours will be given preference, however other work schedules will be considered between the general hours of Wednesday to Saturday, 9am-4:30pm.  Please indicate in your cover letter your availability.
Wage: $15 per hour. There will be a 3 month review period.

Start Date: June, 2007 Please indicate in your cover letter your earliest start date.

Closing Date for Applications: 5pm, May 29th, 2007

Please submit your cover letter, resume and at least two references that are specific to this position by email or mail to:

  

Sonya Sundberg, Executive Director

Greater Victoria Compost Education Centre

1216 North Park Street

Victoria, BC  V8T 1C9

Email: info@compost.bc.ca
Late or faxed resumés will not be accepted.  No phone calls please.  We regret that only those applicants being considered will be contacted.

Job Description

The Office Administrator & Communications Assistant reports to the Executive Director and is responsible for overall office administrative duties and assistance with communications activities.  

Office Administration

· Coordinate and supervise office systems and procedures. 
· Coordinate and maintain information systems, including:  monthly statistics; compost club memberships; database management; mail outs using mail merge. 
· Perform bi-weekly accounts payable and sales deposits. 

· Perform basic banking and bank reconciliation functions. 
· Assist with financial management procedures and reporting. 
· Prepare monthly financial information for the Centre’s book keeper 
· Prepare annual filing reports to government agencies. 
· Assist in quarterly and annual reporting to funders. 
· Maintain office supplies and equipment. 
· Order products for resale and track inventory. 

· Respond to hotline, email queries and site visitors. 
· Retail sales of composting and gardening supplies. 
· Train and supervise office volunteers. 
· Assist with other ongoing programs and priorities, as needed. 
Communications 

· Perform weekly communications tasks including preparing information for and updating listserves, community calendars, newspaper calendars and public service announcements.  Send media releases. Maintain media tracking records. 

· Coordinate and book paid ads. 
· Assist in planning and implementation of special events. 

· Ensure that website information is up to date (no web design skills necessary).. 
· Coordinate the quarterly newsletter.  Compile submissions and send to Compost Club members. 
· Write articles for the newsletter and community papers as needed. 
Qualifications:

· Some post secondary education in office administration or related field, with minimum two years related work experience or an equivalent combination of education and experience.

· Experience in administrative support and customer service.

· Able to work in a space constrained environment.

· Good working knowledge of basic book keeping and financial procedures.

· Organized and able to prioritize and manage multiple tasks during the day.  Ability to work with changing work loads.

· Must have excellent attention to detail.

· Experience with MS Office including Word, Excel, Access and Outlook; 

· Experience updating and managing databases.

· Excellent interpersonal skills and ability to communicate both verbally and in writing; 

· Demonstrated organizational and planning skills, ability to meet deadlines; 

· Flexibility, initiative, creativity and problem solving skills; 

· Must have valid drivers license and drivers abstract in good standing (no vehicle necessary);

· Experience doing cash handling in a retail or service industry environment a strong asset; 

· Experience or understanding of general composting practices a strong asset;

· Experience working or volunteering in a non-profit environment an asset
