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REGIONAL DISTRICT OF EAST KOOTENAY 
JOB DESCRIPTION 

 
JOB TITLE Administrative Assistant 
 
JOB FUNCTION 
Under the supervision of the Human Resources Manager, the Administrative Assistant has 
responsibility for receptionist and cash handling duties and provides administrative and clerical 
support to the HR department. 
 
KEY DUTIES 
 
Acts as receptionist and cashier by greeting walk-in visitors; answering and directing incoming 
telephone calls; responding to public inquiries and providing information that requires good 
knowledge of departmental policies and procedures and the RDEK; referring inquiries to 
appropriate RDEK staff and third party services; booking meeting rooms on request; processing 
incoming payments from the public, balancing weekly cash receipts and preparing bank deposits.
                        50% 
 
Provides administrative support to various departments, as assigned by performing clerical 
work, filing documents, composing correspondence, reports, and memos, and performing word 
processing and typing tasks.                30% 
 
Acts as secretary to the Occupational Health and Safety Committee by preparing agendas 
arranging meeting room bookings, taking, preparing and distributing minutes and maintaining the 
filing system.               10% 
 
Processes all RDEK incoming and outgoing mail by distributing and collecting mail; and 
arranging for postage and mail services.             5% 
 

Performs other related duties which may include relieving other similar positions during 

absences and heavy workloads, and may be required to participate in emergency operations 

activities involving irregular hours and conditions.              5% 

KEY SKILLS AND ABILITIES 

• Able to complete assignments with attention to detail and a high degree of accuracy.   

• Computer literate with experience in Microsoft Office Suite. 

• Engage with fellow employees, the public and outside agencies in a courteous manner. 

• Establish and maintain effective working relationships. 

• Knowledge of cash management systems. 

• Maintain composure and find solutions when dealing with difficult customers.  

• Organize work schedule to meet deadlines and priorities. 

• Work safely.  
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QUALIFICATIONS 
Education, Training and Occupational Certifications: 

• One year Office Administration Certificate. 
  
Experience:  

• One year administrative experience. 


