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F reehorse F amily Wellness Society
§333-97 Streer, 7 Flpor, Edmonton, AB  TEE 6£2
Fax: (780} 944-017¢6

PART TIME ADMINISTRATIVE ASSISTANT

Fraehorse Family Wellness Soclely ls seeking a highly molivated, organized, enthusiastio,
individual capable to muiti-tasking to fill the position of Funding Glicer

Puties include:

&y, Rasic administrative duties/suppori {Scanning, filing, felephone assistance, walk in assistance,
maintenance of all inner office logs, and supplies, faxing, pholocopying, elc.}

®% Assistance with student file maintenance, Data entry using Excel. Access and other programs
% ciose student contact (felephone, in person, ietter writing}

¥ contact with universities and colleges across Canada

% Cleaning and sanitizing office; others as reguired, must be flexible

ualifications:

R minimum two ysars post secondary education
®: minimum two years administiative experience

® proficiency in Office (Word, Excel, ACCPAC, other wmdows-baseé applications)
. knowledge of funding programs and poiicies .

& knowledge of First Nations
interest i post-secondary education and the weli-being of students

Ve exceilent inter-personal, communication, {ime management, organizational skills, accaracy
®y mustve willing to work as a team mamber to provide the best services possible

This may lead fo a full-time position after the successiul completion of a sbxmenth probationary
period. Selary $ 17-18 /hi. -

Email: Resume and cover letters o

generai@irechorse.org

Thank you for your interest. Only those selected for interviews wilf be contacted.




