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Job Description 
 

Alzheimer Society of Simcoe County 

Help for Today. Hope for Tomorrow…® 

 
 

Section I: JOB DATA 
 

 

Job Title: Office Administrator 

Reports To: Chief Executive Officer 

Date: July 11, 2023 

 
 

Section II: JOB SUMMARY 
 

 

Reporting to and working under the direction of the Chief Executive Officer (CEO), or designate, and as 
an active and constructive participant of the staff team, the Office Administrator will provide: 

 
• general administrative duties and office management; 

• training and supervision of volunteers and students when assisting with tasks related to the 
function of Office Administrator; 

 
• reception duties for the Barrie office location; and 

• administrative support to the CEO, Board of Directors, management and program staff. 
 

 
Section III: KEY RESPONSIBILTIES 

 

 

1.0 Office Management Duties 
 

1.01 Develop, recommend, implement, evaluate, and update operational policies and 
procedures for all areas of responsibility. 
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1.02 Maintain confidential, accurate and current filing systems and databases that contain 
information about individuals, groups and businesses that interact with the Society, 
along with other Society documents/information. 

 
1.03 Maintain strict confidentiality of all Society documentation/information as outlined in 

the Confidentiality Policy. 
 

1.04 Provide facility coordination, including but not limited to physical office 
space/configuration, office security, maintenance, and cleaning services. 

 
1.05 Serve as the liaison with all Society suppliers/vendors. Coordinate office 

vendors/negotiation of maintenance contracts in conjunction with the CEO (includes but 
not limited to tracking vendor pricing and contracts). Oversee vendor billings, including 
IT services, office equipment rentals/agreements, and cleaning services. 

 
1.06 Ensure that office supplies are inventoried, ordered in a timely fashion, and maintained 

in sufficient quantities. 
 

1.07 Ensure that the copier room, storage room, and reception area are maintained in an 
orderly manner. 

 
1.08 Ensure that all office equipment (i.e., photocopier/fax/scanner, printers, telephones, 

postage meter, paper shredder, etc.) is maintained in proper working order across all 
office sites. Contact appropriate vendor to arrange for service as needed. Maintain an 
up-to-date inventory of office equipment and furnishings. Inform and consult with the 
CEO regarding equipment/furnishings in need of significant repair or replacement. 

 
1.09 Coordinate computer needs of new hires, including set-up of email, Outlook, and 

Alzheimer Society intranet access, and any software/platforms required for the position. 
Maintain a computer hardware and software inventory, and ensure all equipment is 
accurately assigned for staff accountability and tracking of equipment. Provide support 
to staff, volunteers, and students in response to IT training needs, end-user security, and 
issues within the office environment, and coordinate access to external IT help desk 
support for all staff, students, and volunteers as required. 

 
1.10 Maintain an accurate, up-to-date, confidential record of security usernames and 

passwords, and staff emergency contact information under the direction of the CEO. 
 

1.11 Manage the key log and issue keys under the direction of the CEO. 
 

1.12 Coordinate insurance certificate requests as required. 
 

1.13 Serve as the first point of contact for staff, volunteers, and students for administrative 
issues/needs. 

 
1.14 Assist with the orientation and training of staff, students, and office volunteers as 

required. Coordinate, train, and supervise volunteers and students who assist with 
tasks related to the function of the Office Administrator. 
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1.15 Consult with and update the CEO on all issues pertaining to the various components of 
office administration/management. 

 
2.0 Reception and Clerical Duties 

 
2.01 Provide/ensure reception desk coverage, including answering telephones and greeting 

clients and visitors, directing them to the appropriate staff members and resources to 
meet their needs in a professional, courteous, and welcoming manner. 

 
2.02 Respond by telephone, email, or in-person to requests for service and/or information 

about the Society’s programs and services in accordance with Society protocols. 
 

2.03 Process incoming mail (print, electronic, fax), ensuring that it is directed to the 
appropriate person(s) in a timely manner while maintaining confidentiality, and ensure 
that outgoing mail is distributed in a timely fashion.  
 

2.04 Assist with scheduling, room bookings, logistics and set-up of meetings. 
 

2.05 Take minutes at staff meetings and provide document support services as required. 
 
 

3.0 Finance Duties 
 

3.01 Process incoming cheques, cash, and credit card donations and payments. Prepare bank 
deposits, ensuring appropriate account allocations. Prepare monthly income reports. 
Process invoices for payment, ensuring appropriate account allocations and required 
approvals. Provide all income reports, bank deposits, bank statements, invoices, and 
other expenditure reports to the Society’s bookkeeper. Ensure all cheques and/or cash 
is stored in the safe. Maintain the petty cash account. 

 
3.02 Prepare and issue income tax/other receipts and thank you/acknowledgement letters, 

maintain current and accurate databases, and ensure that donations are processed in a 
timely manner in accordance with Society policies and procedures. 

 
3.03 Organize Society financial records and other documentation as required for the annual 

audit. 
 

3.04 Coordinate and control access to Society credit cards as approved by the CEO. 
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4.0 Administrative/Program Support 
 

4.01 Provide administrative support to the CEO, Board of Directors, and staff members as 
required. 

 
4.02 Maintain internal policies/procedures and resource documents (print and electronic). 

 
4.03 Assist with the booking, promotion and implementation of fundraising 

events/campaigns and client programs as required, including scheduling of volunteers. 
 

4.04 Assist with the registration process and provide logistical support for North Simcoe 
Muskoka Dementia Network conferences and forums as required. 

 
4.05 Assist with the processing of First Link® referrals as required. 

 
4.06 Assist with the maintenance of an adequate supply of public information 

brochures/materials and ensure that brochure holders are well stocked in the office and 
bulletin boards are current. 

 
4.07 Assist with Society communication and marketing activities, including updating content 

on the Society website as needed, supporting e-newsletter development and social 
media posts, and maintaining intranet files for the Board. 

 
4.08 Assist with the development, update and distribution of brochures, posters, media 

releases and other program and promotional materials. 
 

5.0 Knowledge and Awareness 
 

5.01 Maintain a current knowledge of Alzheimer’s disease and other dementias. 
 

5.02 Participate in appropriate professional development activities to enhance skills and 
knowledge. 

 
5.03 Contribute to the continued development of the position and respond to other duties as 

deemed appropriate by the CEO, in a mutually agreed-upon manner. 
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6.0 Health and Safety 
 

6.01 Work in a safe manner and have a clear understanding of the responsibilities towards 
health and safety practices during each work day, and while on the Society’s business 
within the community. 

 
7.0 Perform other duties consistent with the job classification, as assigned. 

 
 

Section IV: QUALIFICATIONS 
 

 

Education 
 

• Minimum Grade 12 S.S.G.D. with post-secondary preparation in office administration. 
 

Experience 
 

• 3-5 years experience with clerical and/or administrative duties. 

• Previous experience with a community-based agency and/or not-for-profit agency is 
preferred. 

 
Equivalent combinations of education and experience will be considered. 

 
Skills, Knowledge and Competencies 

 
• Strong organizational, planning, time management, priority-setting, and problem-solving 

skills, with the ability to multi-task in a busy environment with frequent interruptions. 
 

• Ability to communicate patiently and effectively with clients, volunteers, staff, and students 
and a commitment to excellence in customer service. 

 
• Excellent verbal, written, and listening communication skills. 

• Exceptional interpersonal skills. 

• Ability to work independently as well as in a team environment. 

• Knowledge of community social, health and service organizations. 

• Computer and typing proficiency, with an advanced working knowledge of the Microsoft 
Office 365 Suite of software (i.e., Word, Excel, Power Point, Outlook, etc). 

 
• Experience with database systems. 

• Meticulous attention to detail. 
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• High standards of ethics and confidentiality to handle sensitive information. 

• Ability to take initiative and be flexible and resourceful. 

• Fluency in French an asset. 
 

Job Requirements and Expectations 
 

• Must have a valid “G Class” Ontario driver’s licence and access to a reliable and insured 
vehicle. Minimal travel may be required to complete duties. 

 
• Criminal record check. 

• Work hours are generally Monday to Friday from 8:30 a.m. to 4:30 p.m., with some evening, 
weekend, and out-of-town hours. Scheduled hours may change to reflect the needs of the 
Society and the CEO. 

 
• Confidentiality to be strictly maintained at all times. 

• The Society requires that staff be fully vaccinated for COVID-19, subject to any 
accommodation obligations it may have under human rights legislation. 

 
 
 

Section V: WORKING CONDITIONS 
 

 

• General duties within an office environment. 
 

 
Section VI: PHYSICAL DEMANDS 

 

 

• No special physical demands are required beyond those that are required for the 
performance of general duties. 

 
 
 

The above statements are intended to describe the general nature and level of work being performed by 
most people assigned to this job. They are not intended to be an exhaustive list of all duties, 
responsibilities, and requirements. 
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