Position Title: Reception and Administrative Assistant (Permanent Part-time: Tuesday-Thursday)
Start Date: Tuesday, August 18,2026

We are looking for a ministry-minded skilled individual, who possesses a friendly demeanor. This
individual will value excellence and possess exceptional interpersonal skills, both written and verbal.
An attention to detail, strong organizational skills, compassion and sensitivity to the population group
we serve is necessary. This position is the first point of contact as the receptionist for clients, donors,
and the general public, and provides administrative support to Executive leadership relating to board
and donor communications.

Education/Experience: A variety of different office management courses and experience is preferred;
however, skills and abilities will be considered. Required to be proficient in Microsoft Suite, Excel,
Word, and database systems. Creative writing would be considered an asset.

Salary: Starting at $34,400

Enjoy being a part of a Christ-centred mental health mission in restoring hope and transforming
lives across Canada.

e Opportunities to integrate your faith while working and collaborating alongside a fun and
supportive team in our beautifully designed Wellness Centre.
e Generous vacation time

e 3days/24 hrs per week



