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Job Title:  Personal Assistant & Receptionist 

Department:  Admin Department 

Division:  Canada Immigration Services 

Location:  Toronto – Ontario 

Working hours: 9:00am – 6:00pm 

Salary:   Volunteer 

 

 

Position Purpose 

Carries out administrative work on behalf of the Managing Director and frees the MD’s time 

from organizing and administrative tasks so that the MD can spend maximum time on strategic 

tasks. Serves visitors by greeting, welcoming, and directing them appropriately; notifies 

company personnel of visitor arrival; maintains security and telecommunications system. 

 

Personal Assistant Responsibilities 

 Acting as a first point of contact: dealing with correspondence and phone calls. 

 Managing diaries and organizing meetings and appointments, often controlling access to 

the manager/executive. 

 Booking and arranging travel, transport and accommodation. 

 Organizing events and conferences. 

 Reminding the manager/executive of important tasks and deadlines. 

 Typing, compiling and preparing reports, presentations and correspondence. 

 Managing databases and filing systems. 

 Implementing and maintaining procedures/administrative systems. 

 Liaising with staff, suppliers and clients. 

 Collating and filing expenses. 

 

Receptionist Responsibilities 

 Welcomes visitors by greeting them, in person or on the telephone; answering or referring 

inquiries. 

 Directs visitors by maintaining employee and department directories; giving instructions. 

 Maintains security by following procedures; monitoring logbook; issuing visitor badges. 

 Maintains telecommunication system by following company’s instructions for house phone 

and console operation. 

 Maintains safe and clean reception area by complying with procedures, rules, and 

regulations. 
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 Maintains continuity among work teams by documenting and communicating actions, 

irregularities, and continuing needs. 

 Contributes to team effort by accomplishing related results as needed. 

 

Skills 

 Telephone & email skills 

 Communication skills 

 Microsoft office (including Outlook) skills 

 

Abilities 

 Discretion, confidentiality, and trustworthiness 

 Flexibility, adaptability, and dependability 

 Organization, planning, attention to detail, handles pressure, and ability to multitask 

 Ability to be proactive and take the initiative 

 Tact, diplomacy, and professionalism 

 A knowledge of standard software packages and the ability to learn company-specific 

software if required 

 

Qualifications 

 Must be able to read, write, and speak advance level of English 

 Must have a minimum of a Bachelor’s degree 

 Minimum two (2) years successful office administration experience 

 Must have proven organization, planning, and attention to detail skills 

 Must have proven communication and reporting skills 

 Must have proven dependability and reliability track record 

 Ability to read, write, and speak Spanish, Portuguese, Arabic, or Farsi is a plus 

 

Job Applications 

Send your resume to jobs@encubate.ca 
 


