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Employment Opportunity – Assistant to the President (Full Time) 

Position Summary
The Assistant to the President provides administrative support to the Office of the President, the Vice President, the Board of Trustees, and all other departments, groups, committees, and persons as they relate to the President’s Office.
Position responsibilities include but are not limited to: 

· Generate and maintain filing systems for reports, minutes, correspondence and information 

· Serve as the initial point of contact for phone and other inquiries, ensuring accurate, prompt referrals and/or the relay and retrieval of the information required for the response

· Ensure reports, letters, memorandums, and correspondence are properly processed, whether by composition, proofreading, and/or editing, meeting required timelines and quality standards, and that submissions are in proper format, correct, and convey appropriate information

· Make travel arrangements as needed
· Ensure monthly expenses are processed and submitted for approval
· Assist in maintaining schedules, arranging meetings and appointments

· Ensure that the technology is in place, that the appropriate facilities are reserved, and that refreshments are provided where appropriate for all the meetings that involve the President, VP, and Trustees

· Assist in or plan, coordinate, and execute events which include but not limited to: Employee Picnic, Employee Recognition, President’s Reception, President’s Circle dinners, Farewell and Welcome coffees, luncheons, and dinners, Graduation, Alumni & EP Wahl Centre events.
· Request agenda items, draft agendas, take and distribute minutes and supporting documents for PAC meetings

· Oversee and attend to the storage of all legal documentation, PAC Minutes, and Board of Trustee minutes as well as archiving all documents and publications of interest generated from Taylor departments

· Sustain donor management (Including reports, events, meetings)

· Handle HR responsibilities as needed

· Responsible for semi-annual Board of Trustees meeting planning details in terms and ensuring the meetings run smoothly.  (Includes planning refreshments and meals, accommodations, and transportation for Trustees, compiling, copying, and distributing all the documentation needed, take and distribute minutes, and receive the votes for approval of the minutes, recommendations, and/or resolutions
· Responsible to request, format, and insert all the new and/or revised policies, procedures, terms of reference, and job descriptions for the four Administration Manuals as well as the Board of Trustees Manual
Candidate qualifications
· University or College diploma in business or related field with a minimum five years of administrative experience
· Proficiency in Microsoft Office suite is expected 
· Has ability to work independently and well with people at all levels of the organization
· Knowledge of Jenzabar and Infomaker or other fundraising database applications is preferred
· Has a courteous and professional manner with diplomacy and problem-solving skills
· Is committed to continuous improvement
· Accepts change and is a positive thinker in the face of challenges and change

· Demonstrates professional judgment and initiative in their everyday work with accuracy and attention to detail
· Takes initiative, multitasks and prioritizes
· Has good communications, writing and interpersonal skill required
· The incumbent must be able to maintain a high level of confidentiality
This is not a complete itemization of all facets of this position.  Taylor may alter this role profile as the deliverables for the position so require.  The Assistant to the President works within general Taylor College and Seminary policies and agrees to the World Evangelical Fellowship Statement of Beliefs and Lifestyle Standards.
Candidates interested in applying for this position are asked to send their résumé with cover letter to the President, Dr. David Williams, at david.williams@taylor-edu.ca.  Review of applications will begin after Friday August 14th, 2009.  This search will remain open until a suitable candidate is found.


About Taylor

Taylor College and Seminary, founded 70 years ago as the Christian Training Institute, exists to develop Christ-minded leaders who make a difference in the world. Taylor provides a distinctively Christian atmosphere both in class and out, which gives our students the opportunity to develop academically, socially and spiritually. 

Taylor is in the midst of significant transition, having recently ended its university degree programs.  However, it remains committed to serving the educational needs of the church. Taylor Seminary is actively recruiting students to another busy fall semester, and Taylor College is preparing to serve students with courses and programs that meet a range of educational needs. Taylor is also launching new learning opportunities under the banner of the E P Wahl Centre, and will be announcing more about this initiative in the weeks and months ahead.
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