TRAIN FOR TRADES JOB DESCRIPTIONS 


Administration Support Worker

Qualifications:

· Ability to initiate and foster relationships with youth, contractors and sub-contractors.

· Demonstrated ability to work with youth with multiple-barriers to employment

· 2-3 years of relevant work experience in Administration 

· Understanding and demonstrated knowledge of skilled trades and construction work

· Ability to work independently

· Strong word  processing and office equipment handling 

· Minimum two years post-secondary education in related field
Duties include: 
Programming Responsibilities 

· Ensure Choices for Youth Policies and Procedures, Staff Professional Standards and T4T program specific policies & procedures are followed 

· Responsible for maintaining all COR documentation to ensure T4T is up to date and in compliance with OH &S regulations

· Responsible for scheduling site specific OH&S meetings and recording and distribution of minutes

· Choices for Youth OH & S committee representative when Coordinator is unavailable

· Willingness to work in a potentially hazardous environment and report potential and existing hazards immediately  
· Responsible for development and maintenance of T4T filing system (Duckworth Street and on site).  

· Responsible for photocopying and distribution of field notices, material orders and supplies

· Responsible for all photocopying, faxing and emailing of staff / youth support documents

· Inventory control (tools, equipment, office supplies, maintenance supplies, etc.)

· In coordination with the Coordinator, responsible for cost analysis for tools, equipment, office supplies, maintenance supplies, etc.

· Participate in individual staff consultations and staff meetings when requested

· Assist Coordinator in cost analysis in scheduling of all training for staff and youth

· Responsible for ARMS data input and file transfers for current and post T4T participants

· Assist Youth Supports Coordinator with youth files and data base maintenance. 

· Responsible for petty cash, all staff travel claims, expense claims and assist Coordinator with staff admin requests

· Liaise with Coordinator and First Aid Designates to track monthly safety summaries and order First Aid supplies

· Assist GED Instructor with maintaining classroom and educational materials

Research, Development and Promotion
· Promote the T4T program through conferences, seminars, planning and information sessions and any other media activities in collaboration with Coordinator and CFY’s Organizational Development program when needed

· Assist with funding proposals when requested by the Coordinator
General Agency Responsibilities     

· Represent T4T at agency-wide meetings (e.g. meetings, OH and S committee meetings, etc.) when requested by the Coordinator

· Other Duties as Required
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