POSITION SUMMARY
QUEEN’S UNIVERSITY - GENERAL STAFF
POSITION TITLE: OFFICE ASSISTANT
DEPARTMENT: Surgery
POSITION NUMBER: 00500959
GRADE: 4

EFFECTIVE DATE: 2013 June 11

JOB SUMMARY:
Reporting to the Department of Surgery’s Administrative Officer, the Office Assistant will
provide a major organizational and support role to the Department Head in his/her
administrative role within the Department. In addition, the Office Assistant will provide
essential administrative services to support the effective management of the Department. The
incumbent will prepare correspondence, general word processing, data management,
information distribution, and liaison activities. He/ she will perform reception and clerical
services including directing phone calls and visitors, performing basic accounting/bookkeeping
procedures, and other administrative duties as assigned.
KEY RESPONSIBILITIES:









Coordinate Head’s calendar of appointments in his/her role of Department Head. Open all
incoming mail and email for Head and/or Department and exercise good judgment in
dealing with correspondence to facilitate timely response by Head and/or Department.
Perform receptionist duties including answering phone and greeting visitors, liaising with
many individuals, providing general information, and directing queries to appropriate
individual.
Department administration – answer a large volume of inquiries from various levels of
hospital, University and outside sources. Organize and maintain extensive filing system for
all areas of university and hospital administration, teaching and research. Arranges all
room bookings and audiovisual equipment as required. Organize catering requirements for
department meetings, order and maintain an inventory of all office supplies, ensure that
office equipment is in proper working order.
Maintain individual faculty personnel file for each medical staff member of the
Department, which will include their annual evaluation and their Annual Report to the
Dean.
Coordinate and schedule Queen’s Annual Report meetings between the Head and each
faculty and ensure that reports are received from each department member in time to
meet strict deadlines for Annual Report to the Dean.
Maintains the Department of Surgery database; alumni and distribution listings; and
organizational charts, and faculty absences.
Distributes and coordinates the KGH/HDH Annual Reappointment documentation for
Medical Staff, Dental Staff, Departmental Assistants, and documentation for Observers.
Ensures forms are completed and signed, and that information is sent to the appropriate
parties.








Plan, organize, and coordinate the annual Dept of Surgery Faculty Research Day and the
annual Bruce Endowment Visiting Lectureship.
Maintenance of a database for tracking CME points and preparing confirmation letters
when requested.
Assists the Administrative Officer in the Faculty of Health Sciences annual
Promotion/Reappointment/Tenure process.
Assists the Administrative Officer in the Department’s Faculty recruitment process.
Provide administrative support during departmental staff absences and vacations.
Undertakes other duties as required.

REQUIRED QUALIFICATIONS:









Minimum grade12 diploma or equivalent.
Graduate of a recognized Community College Office Administration or Business
Administration Program, or a combination of education and 1-2 years recent related
experience at a comparable level of service
One-year of post-secondary training in accounting/bookkeeping, or computers,
Knowledge of university structure will be considered an asset.
Familiarity with the teaching hospitals would be an asset.
Familiarity with PeopleSoft will be considered an asset.
Minimum 50 w.p.m
Consideration will be given to an equivalent combination of education and experience.

SPECIAL SKILLS;











Service-oriented perspective.
Proficient computer skills including use of a variety of software packages (particularly word
processing and spreadsheet and database applications) and Internet use. Ability to learn
new software as necessary. Familiarity with Queen's mainframe environment will be
considered an asset.
Experience in Web-based technology and maintaining a website would be considered an
asset.
High degree of initiative and ability to work both independently and as part of a team.
Ability to prioritize work and adhere to deadlines. Good organizational skills. The ability to
multi-task.
Writing and basic editing skills.
Excellent interpersonal and communication skills (verbal and written) to interact with a
wide variety of people in many contexts, including an ability to deal diplomatically with
department members, faculty, staff and students. Ability to convey information in a clear
and concise manner.
Ability to maintain strict confidentiality.
General accounting/bookkeeping skills with the ability to perform mathematical
calculations.

DECISION MAKING:




Respond to general inquiries and provide reasonable answers, or a means to find an answer
if necessary. Redirect to more senior staff or other individuals as required.
Decide how to distribute information, what method to use, and who to send it to.
Determine formatting for simple to complex documents.




Scheduling decisions for medical presentations, department meetings in association with
department members. This may include rescheduling issues, room booking, equipment
booking, etc.
Determine how to resolve account-related problems.

SIGNATURES:
Date

Incumbent

Manager

Department Head/Director or Designate

