
 

 

 

 

  

This position is posted internally and externally 

 

 

Lethbridge Family Services 

CAREER OPPORTUNITY 

 

Position:   ADMINISTRATIVE ASSISTANT 

Department:   IMMIGRANT SERVICES 
Hours:   Monday – Friday: 35 hours per week 

Successful candidate may need to work other hours depending on 
circumstances.  

 
Position Overview: 
The successful candidate will provide high level administrative support to the Settlement 
Program by providing administrative and financial support to the team. 
 
Key Responsibilities:  
Responsibilities include: 

 Performs high level administrative functions such as preparing statistical reports 
and financial data. 

 Manages incoming and outgoing correspondence, including preparing routine 
correspondence for senior leaders.  

 Creation of paper and electronic files; including maintenance and periodic auditing. 

 Creation of information/orientation packages for newcomers. 

 Schedule client/practitioner interviews/follow up sessions. 

 Creation of specialized dBase reports. 

 Take meeting minutes. 

 Manages all aspects of document management, including filing, faxing, etc. 

 Coordinates and manages conference calls and meetings, ensuring all details are 
handled and communicated as required. 

 Maintains an understanding of issues affecting agency services, including 
immigration and immigrants. 

 Oversee department finances including comparing budget to actual results; 

 Assist with preparation of proposals specific to funder activity and financial 
reporting; 

 Analyse program budgets to help with forecasting and contractual requirements. 

 Data entry and other administrative duties. 

 Other responsibilities as required and assigned. 

Qualifications:  

 One year certificate from college or technical school; minimum three years related 

experience; or equivalent combination of education and experience. 

 Previous experience in a senior level administrative position. 

 Intermediate or higher levels of proficiency: computerized data entry; word 

processing; accounting and spreadsheet applications. 



 

 

 

 

  

Date Posted: 2/11/2020 
 

 

 Elementary/intermediate levels of knowledge of accounting and budgeting 

processes. 

 Experience in front end office, file and supplies management. 

 Possess excellent time management, interpersonal skills and ability to be flexible. 

 
Start date:  ASAP 

 
Application deadline:  February 21, 2020 
 
Please submit, in confidence, a resume and cover letter referencing job posting 

IS82 and where you viewed our ad:  

Email:  humanresources@lfsfamily.ca 
 
Attention to:  Human Resources  
 
Mailing Address:  Human Resources, Lethbridge Family Services 

100 – 1410 Mayor Magrath Dr. South 
Lethbridge AB   T1K 2R3 

Fax:    (403) 327-5725 

Web:     lfsfamily.ca 

 
 

We thank all candidates for their interest, however, only those selected to continue 
in the process will be contacted.  

 
Lethbridge Family Services is an equal opportunity employer. 

 

 

 

mailto:humanresources@lfsfamily.ca

