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TITLE:   OFFICE ASSISTANT        CLASSIFICATION:  OFFICE ASSISTANT 7 

SUPERVISOR: SENIOR MANAGER, FINANCE & ADMINISTRATION 

JOB OVERVIEW 

The Office Assistant supports the staff of the Office of the Auditor General (OAG) by providing a variety of secretarial, 
administrative, financial and clerical services. In addition, the Office Assistant provides back up to the receptionist, 
greeting and directing visitors and answering general inquiries. The general support functions include: organizing 
meeting rooms, booking conference arrangements and managing office supplies inventory. In addition, the position 
provides support to other administrative functions including providing general correspondence support and providing 
some back up to the administrative staff during periods of peak workload or absences. 

SPECIFIC ACCOUNTABILITIES 

 Maintains and sets-up meeting rooms. 

 Prepares workstations for both departing employees and new staff. 

 Data entry as required. Produces a variety of documents such as correspondence, minutes, forms, reports, 
spread sheets, and presentations; proof-reads documents and corrects errors. 

 Arranges for maintenance/repair of photocopier and maintains stock of paper, including lifting boxes up to 50 
pounds. 

 Requisitions stationary and office supplies and ensures adequate stock for staff use.  

 Receives incoming calls, identifies nature of calls, takes messages and directs calls to appropriate staff, including 
requests from the media. 

 Responds to general inquiries regarding the Office and logs public inquiries into the Office tracking system. 

 Receives visitors to the Office and notifies staff of guest arrivals. 

 Opens, date stamps and distributes incoming mail and prepares outgoing mail. 

 Completes courier slips and arranges for pick-up and delivery. 

 Updates and /or assembles manuals and training materials. 

 Maintains inventory and controls sign-out sheets for desk keys, taxi cabs and building access cards. 

 Notifies/alerts appropriate staff of emergency situations. 

 Carries out records management duties such as making, filing and retrieving files, and preparing for offsite 
storage. 
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JOB REQUIREMENTS 

EDUCATION & EXPERIENCE 

 Secondary school graduation or equivalent. 

 Successful experience working with routine office procedures.  Preference may be given to applicants with one 
or more years’ experience. 

 Experience organizing and managing own workload, and handling confidential information with discretion. 

 Experience/training in keyboarding, and word processing, spreadsheet and other standard computer 
applications.   

 Successful completion of security screening requirements of the OAG, which include a criminal records check.  

BEHAVIOURAL COMPETENCIES 
Personal Accountability 

 Demonstrates accountability for own actions and decisions by keeping promises and 
honouring commitments in a timely manner 

 Exercises sound judgment in knowing when to speak up and communicate an issue 

 Builds relationships based on trust by being honest, reliable and consistent 

 Demonstrates professional and respectful behaviours consistent with Office values 
and upholds OAG’s reputation in all interactions 

 Understands own role as a team member and contributes to team effectiveness by 
doing their part and performing their role 

Business Acumen  

 Demonstrates initiative and resourcefulness to achieve desired objectives 

 Manages time and demand of multiple and concurrent assignments 
 

Continuous Improvement 

 Demonstrates resilience and readily adapts to different ways of doing things 

 Willingly adapts to shifting priorities, and is able to maintain focus despite competing 
priorities 

 Works productively in the face of ambiguity or uncertainty 

 Deals constructively with setbacks and learns from mistakes 

 Actively participates and contributes ideas in team meetings and discussions 
 

Technical Expertise 

 Gains exposure to different areas/services to build generalist knowledge. 

 Begins to identify areas of best practices for potential application at OAG 

 Builds knowledge through learning programs and on-the-job development 

 Demonstrates the ability to work independently, under guidance and supervision 
 
Service Focus 

 Understands the value of excellent client service and applies sound judgment 

 Uses judgment to identify and resolve noncomplex client issues, and escalates to the relevant 
authority as appropriate 

 Provides well thought-out, concise and timely communications with clear messaging 

 Develops professional client relationships through positive interactions, a respectful tone and 
appropriate behaviours 


