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                     Job Description


	job title:
	Victim Services Administrative Assistant

	primary function:
	The Victim Services Administrative Assistant reports directly to the Victim Services Coordinator and the Police Services Committee.  The Administrative Assistant will initiate and record communications with victim /witnesses or their advocates, provide information for victims on their statutory rights, keep victims/witnesses informed of the status of files and be responsible for the efficient running of the Victim Services Office.

	reporting relationship:
	This position reports to the Victim Services Coordinator.  

	salary range:
	Admin 4  Step 2

	term of employment:
	Two year contract full time

	effective date:
	April 2018

	incumbent:
	


Main Duties:

Victim Services Office Management

· Prepare all Reports for approval, required under the Temagami First Nation Police Services Indigenous Victim Program Contribution Agreement. 

· Keep all financial records (including invoices) relating to the Funds or otherwise to the Project in a manner consistent with generally accepted accounting principles.
· Provide support services to engage youth and Temagami First Nation in the development of resources for the community to address victim service programs
· Coordinate youth gatherings to address historical and intergenerational trauma with the intent to provide the youth with the necessary tools to address those impacts.
· Coordinate travel associated with meetings and workshops as well as court visits and meetings with justice personnel and social services providers.
 
Office Administration Support
· Maintain an orderly routine of office practices, functions, and systems;

· Maintain the Victim Services  Calendar of events; recording meetings, absences, etc.;
· Maintain filing system according to the established format and procedures;
· Manage inbound/outbound mail, including priority post, and other correspondence; 

· Prepare for approval both internal and external correspondence, reports, memorandums, forms and other material as requested;

· Communicates effectively and uses a professional approach with all staff, management and other stakeholders;

· Liaise and correspond with stakeholders;

· Minute-taking and distribution;
Financial
· Reconcile invoices with the packing slips upon receipt of goods and forwarding to the Finance office for payment;

· Prepare purchase order and requisitions as required and forward to the Finance Office for processing;
· Maintain a petty cash system according to procedures;

· Prepare travel arrangements for the Department staff and Committee members
Qualifications

1. Post-Secondary accreditation in the police services field or educational equivalencies.
2. Excellent knowledge of office procedures and practices.
3. Proficient with Microsoft Office Suite (Outlook, Word, Excel, Power Point, Publisher) and website maintenance. 

4. Proven organizational and time management skills. 

5. Strong knowledge of accounting procedures involving procurement, travel, and budget management. 

6. Excellent analytical and problem solving skills. 
7. Strong written and verbal skills to communicate with all levels of the department and its team. 
8. Superior telephone manners and strong interpersonal skills, e.g. resourceful, flexible and keen attention to details. 

9. Strong customer service orientation. 

10. First Aid skills and/or certificates are considered assets. 
11. Politically and culturally sensitive.
12. Valid Class “G” drivers’ license.
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