
 
 

OFFICE ADMINISTRATIVE ASSISTANT  

The Queen’s University Faculty Association (QUFA) was certified as a union in 1995 and represents 

approximately 1200 faculty, librarians and archivists. Located in beautiful Kingston on the shores of Lake 

Ontario, Queen’s University is one of Canada’s leading universities with an international reputation for 

scholarship, social purpose and spirit.  

QUFA invites applications for the position of Office Administrative Assistant (OAA), with an anticipated start 

date of June 1, 2014. The OAA will assume primary responsibility for reception, filing and archiving, minutes-

taking, data entry and event planning and coordination. In addition, the OAA will assist the Finance 

Administrative Assistant with basic bookkeeping and office supplies and equipment maintenance and 

acquisition. Finally the OAA will provide general assistance to QUFA staff and volunteer members as required.  

The successful candidate will be skilled in the following specific areas: 

 Word processing  

 Database entry  

 Accounting software 

 Office equipment operation 

 Data management 

 Website maintenance 

 Minute-taking at meetings. 
In addition, the successful candidate will demonstrate judgment and initiative in handling and directing 

queries, attention to detail, ability to exercise discretion in handling sensitive documents and queries and 

strong interpersonal skills.  

Candidates should have at least one year of post-secondary training in business administration, computers or 

bookkeeping, or equivalent experience. Experience with small office administration, not-for-profit 

organizations or unions is an asset. 

Salary is commensurate with Queen’s University General Administration Grade 4 and will be determined based 

on qualifications and experience. The successful candidate will be hired on probationary terms for six months. 

Starting salary will be in the range of $36,000 to $39,000 with an increase at the successful completion of 

probation.  

QUFA is an equal opportunity employer and values diversity in the workplace. A Cover letter, résumé and the 

names of 3 references should be sent electronically to Leslie Jermyn, Executive Director (qufa@queensu.ca) by 

April 30, 2014. We thank you in advance for your interest in QUFA but please note that only shortlisted 

candidates will be contacted. 
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