
Temporary Assignment 

AMUSE 

Position Title : Administrative  Coordinator 

Hiring Unit : Steinberg Center for Simulation and Interactive Learning 

Hours : 33.75/week 

Hourly Wage : 23.17$ 

Duration : 1 month 

Date of Posting : May 28, 2019 

Deadline to Apply : June 4, 2019  

Job Summary 

Under the direction of the immediate supervisor, the incumbent may perform some or all of 

the listed general administration functions. These functions are of moderate complexity and 

the incumbent performs them using established instructions. 

Main Duties and Responsibilities 

 Greets clients and answers specific inquiries with a positive attitude. This includes detailed 

information regarding programs and services offered. Some inquires may require further 

research into the topic. 

 Conducts research into documented material for various projects. 

 Assists with events such as meetings, interviews, training sessions, exams and event setup. 

 Performs specific editing and reviewing of documents, audio, video and web content as 

required. 

 Processes data, financial transactions, reports and registration forms as required. 

 Ensures inventory and purchases supplies and equipment. Arranges for servicing of office 

equipment. Sells some items such as course notes and maintains cash box. 

 The list of functions outlined above is representative and not a complete and detailed list 

of tasks which may be performed by an incumbent. For example, incumbents may be 

asked to perform some elements of Office Assistant level “A” tasks in addition to the 

above listed functions. 

Education/Experience 

 

High School Diploma with one year of relevant experience in the field of work. 

Other Qualifying Skills & Abilities 

Demonstrated ability to prioritize, multi-task and meet strict deadlines. Demonstrated ability to 

take initiative and to work independently and as a member of a team. Must have a customer-

service orientation with a proven ability to communicate clearly and effectively with a varied 

clientele in a client-centered environment, maintaining a professional tone and manner in 

both verbal and written communication. Proven ability to draft correspondence and other 

texts and proofread and edit documents using appropriate spelling, grammar and 

punctuation. Proven ability to provide support for various administrative activities, including 

organizing events, coordinating publicity and brochures and producing reports. Meticulous in 

documenting follow-up actions on files. Demonstrated ability to work in a PC environment using 

MS Word, Excel, PowerPoint, Adobe Acrobat, Outlook, Banner (SIS) 

and Minerva. English and French spoken and written. 

HOW TO APPLY 

Please submit your application to frederic.somlith@mcgill.ca   

 

McGill University is committed to equity in employment and diversity. It welcomes applications 

from indigenous peoples, visible minorities, ethnic minorities, persons with disabilities, women, 

persons of minority sexual orientations and gender identities, and others who may contribute 

to further diversification. 

 


