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JOB SUMMARY:
Reporting to the Business Officer, the incumbent is responsible for performing a broad
range of clerical, administrative, and financial duties to support the day-to-day functions
of the Department as well as various project teams. As part of the administrative team,
the incumbent will also provide back-up support to other Departmental Assistants
within the unit.
KEY RESPONSIBILITIES:
Administrative Support:
 Provides administrative support to the Directors of Total Compensation and
Client Services. Duties include, but not limited to, providing calendar support
(i.e. booking appointments, scheduling meetings), assisting with events and
ordering required materials, resources and/or items as needed.
 Provides administrative support to the Total Compensation unit. Duties include
(but are not limited to) running pre-set audit reports per schedule or as required,
creating employee letters based on existing templates, maintaining filing systems
and databases related to unit operations; printing and preparing evaluation
materials (i.e. creating new files, accessing folders and copying relevant
templates, correspondence and / or research information) on behalf of
specialists, and gathering or compiling confidential information on behalf of
management to support the collective bargaining process.
 Supports the recruitment process by performing administrative duties for the
Client Services team. Duties include (but are not limited to) daily categorizing of
candidate applications received through the working@queensu.ca email
account; formatting proofing and printing candidate offer letters, as well as
identifying and correcting errors as required or as directed; tracks and submits
copies of electronic offer letters to Queen’s departments and Unions, as
specified.
 Fulfills other related administrative duties such as organizing and disseminating
documents, information and / or communications. Receives and directs mail, and
/ or ensures adequate supplies for Human Resources (HR) units by ordering
materials.







Acts as backup department Timekeeper and support for other administrative
staff within the department by performing reception duties including answering
the phone, greeting visitors, taking messages and responding to, and / or
directing queries to the appropriate individual or Department.
Assists with the coordination of department and / or University Staff events by
booking dates, securing venue, ordering food and coordinating other logistical
items such invites, mailings, etc.
Performs other duties as assigned

Finance responsibilities:
 Performs general accounting/booking duties, such as processing casual salary
requisitions, preparing accounts payable/receivable invoices, requisitions,
reconciliations and / or cheques. Also processes, verifies and balances financial
transactions as well as completes cheque requisitions, travel expense claims, and
other finance forms in support of the Total Compensation unit.
 Provides information and direction to staff regarding the proper financial system
to follow for processing casual salaries, invoice payments, professional allowance
claims, etc.
 Assists in budget preparation and allocation, including preparing financial
spreadsheets, completing monthly reports, and setting-up and reconciling
accounts
REQUIRED QUALIFICATIONS:
 Two year post-secondary diploma in business administration practices,
combined with a minimum of one year previous relevant work experience.
 Consideration will be given to equivalent combination of education and
experience.
 Demonstrated proficiency in computer and office skills, including an ability to
work with a variety of word processing, spreadsheet, and database applications,
combined with an aptitude to learn new software. Familiarity with Queen's
computer systems will be considered an asset.
 Working knowledge of bookkeeping and accounting practices.
 Previous knowledge of PeopleSoft data entry considered to be an asset.
 Relevant work experience with Queen's University accounting systems
preferred.
SPECIAL SKILLS:
 Effective communication (oral and written) skills with an ability to adapt and
meet the needs of varying individuals and circumstances.
 Strong attention to detail to ensure correspondence and other materials are
accurate and completed in a timely fashion.
 Effective editing and proofreading skills, with strong attention to detail.








Strong commitment to the provision of exceptional service and the value of
diversity.
Ability to maintain strict confidentiality and capable of handling sensitive
information in an appropriate manner.
Effective organizational and time-management skills, combined with the ability
to maintain focus under pressure and despite frequent interruptions. Must be
able to meet fixed deadlines under very tight time constraints.
Effective problem-solving skills with an ability to know when to refer problems to
others.
Demonstrated knowledge and understanding of human resources policies,
particularly as they relate to employment and training.

DECISION MAKING:
 Prioritizes own work and time among several competing priorities.
 Evaluates and determines applicable category for applicant resumes based on
status and University Collective Agreements and / or policy provisions.
 Identifies and recommends opportunities for improvement, and assists with
implementation as required.
 Responds to general inquiries, and provides reasonable answers, or a means to
find an answer if necessary. Redirects to more senior staff or other individual(s)
as required.
 Decides how to distribute information, what methods to use, and who to send it
to.
 Determines formatting for simple to complex documents.
 Responds to internal and external inquiries regarding financial transactions.
 Identifies anomalies in account statements and determines best method to
resolve account-related problems.
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