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Employment Opportunity


Position: 		Administrative Assistant 
Department: 		Fire and Emergency Services Department
Type:			12 Month Contract, Part-Time (Non-Union)
Hours of Work:		21 Hour work week, with occasional evening meetings

We are looking for a dynamic individual who wants to be part of a service-oriented team! The Township of South Stormont is a diverse mix of rural and small urban communities in Eastern Ontario. Home to over 13,000 residents, the Township’s unique history and location on the shores of the St. Lawrence Seaway offers a host of activities and lifestyle opportunities.
The Administrative Assistant provides clerical and administrative support for Fire and Emergency Services, including research, document preparation, handling of confidential files, records management, prepare meeting minutes and assist with budget preparation.  This position will also serve as the main administrative support for the Fire and Emergency Services Department by responding to incoming calls, emails and inquiries. 
The Administrative Assistant is committed to the mission, vision and values of the Township of South Stormont and demonstrates such through ethical conduct, community stewardship, individual initiative, and responsive service. The Administrative Assistant demonstrates leadership and technical skills through effective communication and collaboration, proper use of team resources, personal accountability and responsibility.
Education and Experience Requirements:
· Post-secondary education in Business Administration or Office Administration or an equivalent field.
· Minimum 2 years clerical experience and relevant customer service experience, preferably in a municipal setting.
Skills & Attributes Sought:
· Written communication skills including grammar/spelling skills; proofreading skills. 
· Demonstrated strong organizational skills and the capacity to multi-task in a fast-paced environment, responding with flexibility to changing priorities.
· Exceptional interpersonal skills and communication skills (empathy, teamwork, positive attitude, an upbeat energy, professionalism and tact). 
· Demonstrated ability to problem-solve through active listening combined with a commitment to delivering a superior customer experience
· Proficiency in the use of computer applications, e.g. MS Word, Excel and Outlook.
The 2026 hourly range for this position is Pay Band 2, $29.00-$35.29.
Interested and qualified candidates are invited to visit our website at www.southstormont.ca/careers to view the complete job description and apply online, deadline for submission is 8:00 am on Monday January 19, 2026. 
We thank all applicants; however, only those selected for an interview will be contacted. Selected applicants will be subject to an interview process and skills testing to determine eligibility.
The Township of South Stormont is committed to accommodate all applicants in accordance with the Ontario Human Rights Code for all employment activities including the recruitment process.  This personal information is collected under the authority of the Municipal Act and will be used to assess eligibility for potential employment. Questions about this collection of personal information should be directed to Human Resources.
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