
 

JOB POSITION: ADMINISTRATIVE ASSISTANT (Fu l l -t ime  –  Immediate Start)  

About Yellowquil l  University College   

Yellowquill University College (YQUC) is seeking a highly organized, professional, and dependable 
Administrative Assistant to join our team immediately. This position will provide administrative support 
across all areas of the institution, including Student Records, Program Coordination, Reception, and 
general office operations. 

This position is ideal for an individual who enjoys working in a fast-paced educational environment, 
values teamwork, and is committed to supporting student success. 

Position Summary  

Under the direction of and reporting directly to the Director of Yellowquill University College, the 
Administrative Assistant will provide administrative and clerical support to ensure the efficient 
operation of the institution. The successful candidate will assist with student records management, 
reception services, program support, communications, and general office administration while 
maintaining a welcoming and professional environment for students, staff, instructors, and visitors. 

Duties & Responsibilities 

The Administrative Assistant wil l :   

• Serve as the first point of contact for students, visitors, instructors, and community 
partners 

• Answer telephone calls, respond to inquiries, and direct requests appropriately 

• Provide reception services and maintain a professional and welcoming front office 
environment 

• Assist with student registration, admissions, learning plans, and student file 
maintenance 

• Maintain accurate and confidential student records in both electronic and physical 
formats 

• Assist with attendance tracking, reporting, and filing requirements 

• Support program coordinators with scheduling, correspondence, reports, and program 
administration 

• Prepare, organize, and distribute student and instructor materials as required 

• Assist with preparing reports, letters, forms, and other institutional documents 



• Enter and update student information in databases and student management systems 

• Support funding agencies by preparing attendance and progress documentation as 
required 

• Maintain filing systems and ensure records are organized and accessible 

• Assist with ordering office supplies and maintaining inventory levels 

• Coordinate meeting schedules and prepare meeting materials when required 

• Assist with event planning, student activities, workshops, and special events 

• Support recruitment, marketing, and student outreach initiatives 

• Ensure confidentiality of student and institutional information at all times 

• Establish and maintain effective working relationships with students, staff, instructors, 
and external agencies 

• Attend staff meetings and participate in institutional activities as required 

• Perform other related duties as assigned 

Qualifications 

• Certificate, diploma, or equivalent experience in Office Administration, Business Administration, 
or a related field 

• Previous administrative or office experience, preferably in an educational setting 

• Strong verbal, written, and interpersonal communication skills 

• Excellent computer skills and proficiency with Microsoft Office 365 (Word, Excel, Outlook, 
Teams) 

• Experience with student records management and database systems is considered an asset 

• Strong organizational and time-management skills with the ability to prioritize multiple tasks 

• High level of accuracy and attention to detail 

• Ability to maintain confidentiality and exercise sound judgment 

• Ability to work independently and collaboratively as part of a team 

• Strong customer service skills and a positive, professional attitude 

• Experience working with First Nations communities and Indigenous learners is considered an 
asset 

• Knowledge of post-secondary or adult education environments is considered an asset 

Application Process 

Applicants are invited to submit a cover letter, résumé, and two (2) professional references to: 

Doreen Stranger, Interim Director 
Yellowquill University College 
dstranger@yellowquill.org 

Position will remain open until filled. 

 


