
  
 

Western Youth Services has an Opportunity for the Following Position: 
  

Administrative Assistant - Corporate 

Full-Time 

  
Reporting direct to the Chief Operating Officer (COO), this position provides a wide range of 

administrative and office support services to the COO.  Requiring a broad knowledge across all functional 

areas of Operations e.g. Finance, Administration, etc., this position will assist in all aspects of the COO’s 

job responsibilities.  Due to the nature of the role, confidentiality and discretion are essential. Duties will 

also include, on an as needed basis, providing assistance to the Operations team and to the Executive 

Department in support of the business of the Agency. 
 

Minimum Qualifications:  
High school diploma or general education degree (GED) required, and minimum three years related 

experience, or equivalent combination of education and experience; Bachelor’s level 

preferred.  Knowledge of or work experience in the non-profit sector preferred. 
  
Primary Duties and Responsibilities / Skills and Abilities:  

 Anticipates the needs of the COO while prioritizing projects and managing day-to-day 

workflow, includes management of COO calendar. 

 Serve as the entry point for all phone contact with the COO and provide support and 

management of the email channel and incoming mail in order to filter priorities. 

 Ability to handle a periodically heavy workload under strict deadlines and work under 

pressure and within tight deadlines, and effectively manages stress. 

 Exemplary planning and time management skills.  Strong administrative and organizational 
skills, ability to prioritize workload and manage multiple tasks and follow-up with minimal 

supervision.  

 Expert level written and verbal communication skills interdepartmentally and across all 
levels of the Agency as well as externally.  Excellent spelling, grammar, editing, proof-

reading skills and attention to detail. 

 Strong communication and interpersonal skills in interactions with co-workers at all levels, as well 

as external contacts, over the telephone and in person; capable of dealing constructively with 

diverse personalities. 

 Ability to exercise a high level of professionalism, maintain strict confidentiality and use good 

judgment and discretion with sensitive, confidential issues and projects.  

 Proficient in all Microsoft Office Products, including Outlook, Excel, Word and 

PowerPoint.  Proven experience in creating reports and spreadsheets. Familiarity with 

database applications; type accurately at an acceptable rate. 



 Willingness to learn new technologies as they become available, demonstrate proficiency by 

quickly adapting to new technology and easily acquiring new technical skills.  

 Works as a competent member of the Operations team, proactively providing support 
to co-workers, and actively supporting team goals. 

 Desire to be an integral part of a customer-focused team. 

 


