
       
 

JOB POSTING 

Position Title: Administrative Assistant (JOB SHARE - Part-Time 20 Hours) 
Location: Terrace, BC 
Position Reports to:  Regional Director and/or Designate 

Position Summary: 

The strength of Thompson Community Services is our innovative, creative and flexible approach to 
community care for individuals with disabilities. Our caring team and our methods of delivering 
services strive to ensure all individuals receiving our services experience the highest level of quality of 
life possible. As a dedicated employee supporting TCS, you will contribute to making a difference in 
the lives of people we serve. As TCS continues to grow, you can grow with us to become a remarkable 
team member of this value based organization 

What your contribution will be: 

As an experienced individual with intermediate Microsoft Office skills, you will provide secretarial 
and administrative twin support along with another part-time person to TCS management and staff. 
You will perform administrative responsibilities including the use of word processing to prepare a 
variety of documentation; coding information, entering data and filing information using data base 
software; preparing spreadsheets for reporting and analytical purposes; supporting scheduling and 
payroll processes; and reconciliating employee expenses. 

As our ideal candidate, you will be organized, experienced and resourceful, who easily is able to provide 
mid-level administration. Excellent interpersonal and communication skills, task and outcome 
orientation and the ability to work in a fast-paced environment juggling multiple projects with superb 
accuracy are just some of the qualities we are looking for in our new team member. 

This position is a job share with a guaranteed 20 hours per week – Monday and Wednesday 8:30 to 
4:30, Friday 12:30 to 4:30.  Flexibility to scheduling is required as more hours per week could be 
required to cover for vacation and other absences.  The position is located in our Terrace office. 
Attractive full benefits available after probationary period. 

Please apply with your resume and covering letter to hiringnorth@tcsinfo.ca by the closing date of 3:00 
PM – Nov 30, 2020. 

 
 

We thank everyone for their interest but only those applicants successful for an interview will be 
notified directly. 
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