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Office Administrator

Job Posting: August 15, 2015 – June 1, 2016
Skate Kingston is seeking an Office Administrator to assist in the efficient running of our skating club.  This is a part time position of approximately 40 – 50 hours per month.  The candidate should be an experienced, personable adult with strong communication skills, knowledge of skating and club operations.
Duties include but are not limited to:

· Act as a liaison with club members via phone and email

· Check phone messages, email and pick up mail

· Direct inquiries to the appropriate Skate Kingston Board members

· Assist with registration, skaters records and fundraising throughout the season

· Photocopy and file club forms, documents, records

· Distribute skater registration cards, test cards, receipts

· Purchase office supplies as required

· Liaise with the Director(s) of Skating Programs to facilitate information sharing

· Coordinate the distribution of newsletters, calendars etc and facilitate electronic communication to the club membership

· Maintain bulletin board weekly: post calendars, awards, competition announcements etc.

· Assist with club events (Santa Skate, Club Competition, Interclub, Ice Show)
· Assist with Volunteer Program

· Report directly to the Skate Kingston Board of Directors

· Provide written report for monthly Skate Kingston Board of Director meetings and attend meetings as requested

· Forward concerns and written complaints to the Skate Kingston Board of Directors
· Maintain office hours as directed by the Skate Kingston Board of Directors
· Organize and maintain the club office in collaboration with Skate Kingston Board members
· Other duties as assigned
Please send a resume, cover letter and salary expectations electronically by 
Monday July 27, 2015 @ 9pm to:
Nicole Chenier-Hogan, President – nchenier@kos.net
Krista Richardson, Vice President – kristar@sympatico.ca
Carolyn Crotty, Secretary – ccrotty@cogeco.ca
Kate Laird, Registrar – kathleen.ruth.laird@gmail.com

