Career Opportunity
Internal/External
Administrative and Program Assistant
(Full‐time, Indeterminate)
Tungasuvvingat Inuit’s (TI) purpose is to empower and enhance the lives of Inuit. Since 1987, TI has
been operating in Ottawa as a community‐based counselling and resource centre.
Role Summary
Through mobile outreach, counselling and Elder guidance, the Alluriarniq Program will assist Inuit adults
and youth aged 16 years and older who are involved in prostitution or are being sexually exploited to
safely exit the sex trade or reduce harms associated from it – either from street level sex work or from
survival sex used to obtain drugs, housing, food or other resources.
The Administrative and Program Assistant assists the Alluriarniq Program Manager in the overall running
of the program and operation of the program site, and provides general administrative and
programming support to program staff.
Responsibilities
 First point of contact for clientele entering the program site
 Provide general information to the public; cover main reception ‐ greet visitors and answer the
telephone
 Work with clientele to make them feel comfortable and welcomed in the program space
 Administer client intake package with new clients arriving at the program space
 Assist with the overall management of the office and operation of the program
 Coordinate meetings, events and teleconferences as directed by the program manager
 Coordinate program space booking requests for events and meetings
 Provide weekly updates of space usage to TI staff
 Prepare weekly purchase orders, invoices, reports, memos and other correspondence
 Provide administrative and clerical support for funding and grant applications and other projects
 Support drop in programing and outreach as directed by the program manager
 Provide administrative support for the program team
 Manage the ordering of food and office supplies, usage of the program vehicle, ensuring strict
adherence to cost controls and budgets
 Working with the Operations Assistant, arrange for maintenance of vehicles and equipment;
coordinate building service and repair calls
 Support programing staff with communication of project events, programs and services via,
print and social media.
 Coordinate the translation of promotional material as directed by manager






Monitor and document incoming mail and packages
Monitor and document sign in/out sheets
Send out weekly reminders to program team
Other duties as may be assigned and applicable to the position

Education and Experience
 Experience working with sex workers or individuals engaged in prostitution
 Experience working with the homeless or street involved population in Ottawa
 Previous experience working in a social services environment is an asset
 Previous experience working with Inuit is a definite asset
 Previous experience assisting with grant applications and funding proposals an asset
 Diploma or degree in Business Administration, Office Management or Office Administration
 Some combination of a related certificate and experience may substitute for a diploma or
degree
 Minimum three years of experience supporting management in an administrative capacity
 Certification for Safe Food Handling, CPR, Crisis Prevention and Intervention, Suicide Prevention
and Intervention
Knowledge, Skills and Abilities
 Adept in preparing reports and briefings
 Excellent attention to detail, organizational and problem‐solving skills
 Proficiency in the use of computers for word processing, spreadsheet design, e‐mail and
Internet
 Fluency in English is required. Fluency in Inuktitut is a definite asset
 Knowledge, respect and appreciation for Inuit culture and values and exemplifying Inuit
Qaujimajatuqangit
 Provide a satisfactory police records check for the Vulnerable Sector and maintain it
 Proven good attendance record and able to maintain it to meet the program’s needs
 Ability to handle and deescalate aggressive behavior and situations
Working Conditions
 The Administrative Assistant works in a comfortable office environment, with steady interaction
with clients, staff, visitors and callers
 Portions of the work week involve assisting with mobile outreach activities
 Potential exposure to crisis and risk situations
 Occasional travel may be required
Deadline for applications is December 6, 2017
To apply, please submit your resume and cover letter to careers@tungasuvvingatinuit.ca
Preference in hiring will be given to qualified Inuit candidates, applicants are encouraged to self‐identify.
The applicant hired for this position will be required to obtain a vulnerable sector police records check
with results acceptable to TI. We thank all interested candidates in advance, but unfortunately, we are
only able to respond to those selected for an interview.
Accommodations for applicants with disabilities is available upon request.

