Friends of Fort Steele Society

YCW in Heritage Organizations – 2010 Application

Administrative Officer
Job Title and Description:
Title: 


Administrative Officer
Number of Positions:  1

Job Length: 

16 weeks, May 17, 2010 through September 3, 2010.

Job Category: 

Fulltime
Reporting: 

Senior Administration


Job Summary:
Working in collaboration with all departments, this placement will assist with administration of one of the largest historic sites in the Province of BC.  Assisting with all areas of administration including, human resources, accounting, visitor services, retail operations, and programming operations, this placement offers diverse experience in the operation of a historic site, tourism attraction, and non-profit society.  There will also be opportunities to assist other departments in the planning, coordination, and delivery of special events and programming.  Working with staff and volunteers throughout the organization, this placement provides experience in a key aspect of the tourism, hospitality, business, marketing, fundraising, staffing, and educational related fields.    

Duties and Responsibilities:
· Learning and performing duties related to the day-to-day accounting duties of a non-profit society.

· Assist with the administrative operation of a variety of retail and food services businesses in the townsite including a restaurant, bakery, gift shop, theatre, and smaller heritage trade retail and interpretive outlets.

· Assist senior management with month end related accounting duties and report preparation.

· Assist with the upkeep and maintenance of internal databases.

· Act as a liaison between different departments to communicate administrative details.

· Interact with the public and our visitors to assist with their orientation to the site, booking of activities, answering of questions and concerns.

· Assist the Staffing Manager with human resource related duties such as assisting staff with the completion of forms, explaining administrative procedures, issuing of items (such as keys and alarm codes), etc.

· Dress in period costume when needed.

· Develop an understanding of internal systems of not-for-Profit organization.
· Coordinating between diverse departments including, Facilities and maintenance, livestock, educational programs, consignment vendors.
· Other duties as required.
Qualifications:
Preference given to those working towards a post secondary education in a related field.
Essential skills:
Previous experience will be considered an asset. Must have the ability to work well independently on several projects concurrently and possess excellent communication and organizational and creative thinking skills.

