Employment Opportunity: 
Administrative Assistant in the Office of Development – to cover for a one-year maternity leave
Job Description: 

	Organization:
	The Canadian Southern Baptist Seminary & College
	Location:
	200 Seminary View, Cochrane, Alberta

	Salary/Wage:
	TBA
	Status:
	Part-time, 20 hrs/wk, 

one-year maternity leave contract

	Department:
	Office of Development

	Start Date:  
	September 1, 2009 


Functions:
· Enter and track donations in Silent Partner and issue donation receipts

· Maintain development files, records, addresses

· Organize development retreats, conferences, and other special events

· Assist the Director of Development with managing his/her calendar and appointments

· Type letters; draft letters for Director of Development as required

· Make travel arrangements for the Director of Development

· Assist in the public relations efforts of the seminary 

· Manage stationary and business card orders

· Process periodic mailings of Seminary News, development campaigns, Academic promotional material, etc.

Requirements:   
The Administrative Assistant for the Office of Development will:

· have strong relational skills

· be organized and detail-oriented

· possess excellent written and oral communication skills

· have proficiency with Microsoft Office software, including Outlook, Word, and Excel

· be able to work independently

· be a self-starter

· have personal discretion and ability to maintain a high level of confidentiality over sensitive information
Application Procedure:

All interested candidates please submit your resume to the Development Office by 
August 4, 2009 either by fax to 403-932-7049 or e-mail barry.nelson@csbs.ca

For any questions please contact Barry Nelson at 932-6622 x264.
