Full-time Administrative Assistant
1. 
Job Description

Full-Time permanent employee of the UPEI SU, responsible for the daily operations of the UPEI SU Office.


Supervisor: General Manager

2. 
Job Specifications

A. 
University degree;

B.
Proficiency with modern word processing programs and Simply Accounting;


C.
Able to type at a minimum speed of forty words per minute (40wpm);

D. 
Excellent oral and written communication skills;
E. 
Highly-motivated;
F. 
Work well without direct supervision; 
G. 
Excellent interpersonal skills, and;

H. 
A Strong desire to work with young people.

3. 
Job Duties


A.
Act as Health and Dental Plan Administrator;


B.
Answer questions and inquires from students; 


C.
Facilitate Health and Dental Plan opt-out process; 


D.
Act as liaison with The Campus Trust;  


E.
Compile and maintain a list of students enrolled in the Health and Dental Plans;

F.    
Prepare and manage payroll for all UPEI SU staff;


G.
Answer telephones, take messages, and direct inquires;

H.
Create documents for Executive, General Manager, Operations Manager, The Wave Assistant Managers and SU Security Chief upon request;


I.
Maintain petty cash float;


J.
Update Webpage and Campus Screens;

K. 
Serve as trustee to The Campus Trust, as required, and;
L. 
Other duties as required.
4. 
Work Schedule


Full-Time mid-August to mid-June, Part-Time mid- June to mid-August. 


Monday to Friday 9:00 a.m. to 4:00 p.m.

5. 
Benefits

A.
Family Health and Dental Insurance;

B.
Disability and Life Insurance;

C.
One (1) course per year;      

D.
Holidays as per contract (accrued);

E.
Sick leave one and a half (1.5) days per month (accrued), and;

F.
Pension (6%).

