JOB DESCRIPTION


Salary Grade:	2
Job Code:		30000
Review Date:	02/28/24	12/12/1210
Job Title:		Student Office Assistant (Summer Student)
Location:		Grand River Employment and Training (GREAT)
Reports To:		Programs & Services Team Lead (2)







A. PURPOSE

The Student Office Assistant (Summer Student) is responsible for assisting the Team Leader in delivering programs and services to achieve organizational goals and targets by assisting clients in meeting employment and training objectives. Under the direction of the Team Leader, the Student Office Assistant (Summer Student) will assist with the daily operations of the Student Office.

The Student Office Assistant (Summer Student) is responsible for assisting the department and organization in reaching their goals and objectives by continuously enhancing operations through more efficient and effective work processes while maintaining the level of professionalism expected by GRETI (as outlined in the Policies and Procedures Manuals) and upholding the ethics of the position.  

B. CORE COMPETENCIES
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Job Description	Student Office Assistant (Summer Student)	Reviewer: S. Kennedy
· Client Service Oriented
· Public Relations
· Critical Thinking
· Decision Making
· Ethics & Integrity






C.	KNOWLEDGE, SKILLS, AND ABILITIES

· Enrolled in Secondary (or equivalent) or Post Secondary program
· Working towards and have an interest in social services/business administration or related discipline with a desire to continue education/training in social service or business administration
· Experience in an office environment an asset
· Ability to plan & organize workload in most time effective manner
· Proficiency in Microsoft Office – Word, Excel, PowerPoint, Access & Outlook
· Ability to take direction & be a team player
· Good interpersonal communication skills
· Ability to work effectively with Management





D.	MAJOR DUTIES/RESPONSIBILITES
[bookmark: _Hlk110867245][bookmark: _Hlk110957137]
	[bookmark: _Hlk110866446][bookmark: _Hlk110850898]
	Time %
	Summary of Major Duties:


	
1
	
45%
	
Program Administration: Promote the services provided by the Student Office to the community.  Ensure student eligibility criteria meets federal and provincial guidelines. Perform other duties as required.


	
2
	
45%
	
Client Services: Identify student jobs and assist employers in finding suitable & eligible students through employee matching and referrals. Assist with workshops & information sessions for students & employers. Assist with capture of statistical results for reporting effectiveness & efficiency of the Student Office. Assist with promotion & outreach to high schools & post-secondary institutions.  Assist with marketing & promotion of the Student Office. Assist with daily communications with clients – phone, email.


	
3
	
10%
	
Data Collection and Reports:  Assist with written correspondence with clients & maintain essential records including student client files. Assist with collection of statistical & data related information & ensure that information is submitted to Team Lead.




[bookmark: _Hlk111541267][bookmark: _Hlk110859198]E.  	ORGANIZATIONAL RELATIONSHIPS & DIMENSIONS

Reports to:		Programs & Services Team Lead (2)
Direct Reports:	0
Other Working
Relationships:	Student Office Staff
[bookmark: _Hlk110957240]
F.       WORKING CONDITIONS

[bookmark: _Hlk110859704][bookmark: _Hlk110859568][bookmark: _Hlk110867370]Physical Effort:  Majority of time is spent sitting in a comfortable position in an office setting operating office equipment. Physical demands also include standing, walking, lifting, and carrying light articles, reaching, handling, kneeling, crouching, and bending. Work overtime when required. 

Physical Environment:  Located mainly in an indoor, office setting. Unpleasant conditions are infrequent and mild. The noise level is usually quiet to moderate. May participate in offsite community activities. The Student Office Assistant (Summer Student) will also have occasion to visit other employment and training sites that may include non-office environments such as construction and manufacturing.  These sites may require safety hats, glasses and footwear.


Sensory Attention: Requires frequent periods of concentration to accomplish tedious exacting work with frequent change of tasks.

Mental Stress:  Moderate level of tension and anxiety due to meeting deadlines and the competing needs and demands for limited financial and human resources. Works closely with others as part of a team.


[bookmark: _Hlk110868171]
[bookmark: _Hlk110860677]I			understand that the duties/responsibilities described are not a comprehensive list and that the scope of the job may change as necessitated by business demands.
Furthermore, I understand I will review this job description with my manager during my annual performance review to identify changes and or updates to my duties/responsibilities.
________________________	__________________________
Employee Signature			Date


I, _______________ have reviewed the job description with employee outlining his or her responsibilities and expectations as the Student Office Assistant (Summer Student). 

______________________________	__________________________
Team Lead Signature			Date
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