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Position Description
ADMINISTRATIVE ASSISTANT

Position Information

	Position Title:
	Administrative Assistant

	Department:
	Fire and Emergency Services Department

	Reports To:
	Director of Fire and Emergency Services/Fire Chief

	Hours of Work:
	21 hours per week during regular office hours with occasional evening meetings for District Chiefs meetings and Council

	Date Completed:
	January 21, 2020

	Date Revised:
	November 2025



Reason for Submission

	New Position:
	

	Change in Responsibilities:
	Update

	Other (specify):
	



Position Summary

	The Administrative Assistant provides clerical and administrative support for the Fire and Emergency Services Department including research, document preparation and handling of confidential files, records management, prepare meeting minutes, scheduling of meetings and assistance in budget preparation to the Fire Chief. 



Key Accountabilities

	Administration

	· Respond to phone and email inquiries related to the Fire and Emergency Services Department in a professional and courteous manner. 
· Schedule appointments for departmental staff; arrange facilities for departmental meetings and schedule appointments and travel arrangements.
· Perform confidential recording secretary duties for assigned departmental and staff committees, prepare agendas and schedule meetings; record, compile, transcribe and distribute meeting minutes.
· Assist with project management related to initiatives assigned to the Department by maintaining project schedules, deadlines, deliverables, etc.
· Prepare documentation for regulatory reporting and monthly Council reports for the Department. 
· Coordinate the ordering and distribution of departmental materials and uniforms, ensuring timely procurement and inventory tracking in alignment with operational needs.
· Update and maintain volunteer firefighter personnel records including employee information, training records, and life insurance documentation for the Department.
· Review and submit department reports to Ontario Fire Marshal's Office. 
· Support the Joint Health and Safety Committee for the Department and act as recording secretary. 
· Prepare and submit documentation for MTO invoicing.
· Develop content for website pages, public education campaigns on the Township’s social media channels, and newsletter to support outreach and engagement initiatives. 
· Administer various information systems and databases for the Department.  
· Develop and maintain various departmental equipment inventories and maintenance records. 
· Coordinate the application and renewal process for municipal permits, licences, and services such as burn permits.
· Adheres to the Township’s Health and Safety requirements and Employee Code of Conduct.
· Maintain the records management and archiving systems for the Department, ensuring that all correspondence, records, reports and documentation are properly filed and dated for retention.
· Perform general administrative and confidential clerical support to the Department.

Key Performance Indicators:
· Records management practices adhere to the corporate standards and requirements
· Accurate note taking and on-time distribution of minutes.
· Customer service delivered in timely, helpful, and professional manner ensuring relay of appropriate and accurate information.



Knowledge, Skills & Experience

	Education
	· Post-secondary education in Business Administration or Office Administration or other relevant field.

	Experience
	· Minimum 2 years clerical experience and relevant customer service experience, preferably in a municipal setting.

	Skills
	· Excellent written communication skills. 
· Superior skills using standard office software for administrative purposes.
· Demonstrated ability to problem-solve through active listening combined with a commitment to delivering a superior customer experience.
· Demonstrated strong organizational skills and the capacity to multi-task 
in a fast-paced environment, responding with flexibility to changing 
priorities.
· Ability to communicate effectively with the public, colleagues, and management and to resolve and respond to complaints and concerns.
· Ability to work independently, plan and prioritize unscheduled work to meet deadlines. 
· Valid Class “G” driver’s licence and reliable vehicle.
· Satisfactory Criminal Record and Judicial Matters Check.




Approvals

The above statements reflect the general duties considered necessary to describe the principal functions of the job as identified and shall not be considered as a detailed description of all the work requirements that may be inherent in the position.

Approved By:								
	Director 

Approved By:								
Chief Administrative Officer

Date: 		________________________________				
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