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Job Title:  Office Administrative Assistant 

Department:  Chemistry 

Reports To:  Administrative Officer 

Jobs Reporting: None 

Salary Grade: USG 6 

Effective Date: February 2025 

 

Primary Purpose 

The Office Administrative Assistant provides a broad spectrum of administrative and operational support 
to facilitate the day-to-day operations of the Department of Chemistry. This position is a part of the 
administrative team that creates and maintains a positive student-centered and service-oriented 
environment in Chemistry. This role moves seamlessly between tasks and shifting priorities, to address 
critical needs. The Office Administrative Assistant provides continuity and demonstrates breadth and 
depth in all core operations in the department with a focus on the Chemistry seminar program, Chemistry 
Graduate and Undergraduate programs, Health & Safety and the Chem 13 News/Avogadro Exam 
outreach program. 
 

Key Accountabilities 
 

Manage logistics and primary contact for the Chem 13 News/Avogadro Exams 

• Primary contact person and manage all the logistics for the Chem 13/Avogadro exams including 
correspondence to all teacher inquiries; 

• Create and manage Chemistry high school exam web content and external communication 
(Scholarship/FAQ/Dates);  

• Collaborate with Finance to set up exams as a product in Ecommerce. Export & track Shopify 
orders, monitor registration criteria; 

• Prepare templates for exam contest correspondence (registration guidelines, advertising, SciOn 
access, results, certificate award letter); 

• Communicate exam timelines, criteria, and instructions with exam administrators during registration 
period and exam administration, as well as post exam follow-up (results, generating certificates, 
prize shipping); 

• Collaborate with Chemistry 1st Year Undergraduate Advisor, Creative Studio team via FunctionPoint, 
and Simpson’s Print to design, print and hard coat final tile prize; 

• Responsible to identify and implement process improvements for the Chem 13 News and Avogadro 
exam contest; 

• Manage and assist in troubleshooting UW SciOn database inquiries; 

• Troubleshoot last minute details/ customer issues associated with administering exam contests 
including password resets, technical issues, time extensions;  

• Prepare and ship final exam prizes for the top 350 exams using the University’s 2Ship application 
system; 

• Maintain accurate  database for the Chem 13 News/Avogadro exams. 

Undergraduate and Graduate Program Support 

• Assist the Associate Chair Grad and Grad/UG Coordinator/Advisors with TA assignments each term 
including the communication with faculty and lab instructor staff on TA needs; 
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• Assist with the management of the TA contracts each term; posting in SharePoint, collecting 
signatures, etc.; 

• Maintain TA database of signed contracts each term; 

• Track completion of TA training and send reminders to TAs to complete the TA Workshop training 
modules each term; 

• Assist the Graduate Studies Coordinator with the CHEM 794/Doctoral seminar email 
announcements and other logistics as needed; 

• Assist in the planning and execution of department graduate student events;  

• Handle all Chemistry International Visiting Graduate Student (IVGS) applications following the 
application processes. Maintain communication with GSPA, host, and IVGS during the process. 

Departmental Health and Safety  

• Responsible for scheduling H&S meetings, taking meeting minutes and upload to SharePoint; 

• Responsible to ensure the department monthly, term, and yearly lab inspection information is 
accurate in the Safely database and on SharePoint; 

• Monitor lab safety inspection reports status. Communicate reminders to delegates providing 
guidance as necessary. Escalate incomplete inspections to Chair as required. 

• Provide direction on Safety Office required training links; 

• Maintain and update first aiders list communicating departmental H&S posting updates as required;. 

• Monitor and update departmental Health, Safety & Environment Boards according to Safety Office 
guidelines; 

• Compile and track departmental Safety Office required training. Follow-up for compliance. 
(WHMIS/CyberSecurity, etc.) 

• Maintain departmental first aid kit and order supplies and checks AED machine for functioning; 

• Complete special projects as assigned by the Department Health & Safety Chair.  

Event Coordination 

• Manage and organize all travel and logistics for the Chemistry seminar program;  

• Prepare and communicate visit itinerary for the host and speaker;  

• Prepare visitor expense claims and send to Chemistry Financial Officer to process for payment; 

• Manage department events by developing itineraries, schedules, and arranging catering. (Chem 494 
orientation/seminar day, PDS recognition, etc.); 

• Manage the website events calendar and social media accounts to promote departmental events.  

Departmental Administration  

• Primary contact for monitoring and procuring departmental office supplies using WatProcure;  

• Back up to the Digital Communications staff member to post event and departmental information on 
websites and social media; 

• Responsible to manage, maintain, and update Chem 13 News/Avogadro exam, health & safety, and 
seminar program web pages; 

• Manage departmental key permits, health & safety postings, work orders in Archibus, and asset 
disposal procedures;  

• Provide administrative support including obtaining data and preparing reports for the Department 
Chair and Administrative Officer as assigned (e.g.CV & research space audit); 

• Submit and track departmental work requests (Maintenance/billable), asset disposal form, and key 
permits issued;  

• Maintain an accurate database of door key codes for C2, ESC, parts of DC and STC; 

• Manage department Ricoh copiers including accounting codes, accounting reads for personnel and 
course codes generating regular reports. Troubleshoot copier issues;  
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• Attend departmental meetings and update skills as deemed necessary for this position e.g. WCMS 
training; 

• Update existing processes and create new processes compliant with UW policies and procedures 
as required (Chem13/Avogadro Exams, safety training, key permits). 

 
*All employees of the University are expected to follow University and departmental health and safety policy, 
procedures and work practices at all times. Employees are also responsible for the completion of all health and 
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that 
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.  
 

Required Qualifications  
 

Education 

• University degree or a relevant combination of education and work experience required.  

Experience 

• 3+ years of extensive administrative experience; academic setting is preferred. 

• Experience interpreting university policies and procedures is preferred 

• Proven experience working in a high-volume, fast-paced office is required 

• Experience with minute-taking is required 

• Experience with Health & Safety protocols preferred 

• Experience pertaining to undergraduate and graduate programs is an asset 

• Familiarity with Science discipline and relevant academic polies is an asset 

• Experience working with event coordination is an asset 

Knowledge/Skills/Abilities 

• Exceptional interpersonal and communication skills (verbal and written) are required  

• Excellent organizational skills, strong attention to detail, and the ability to prioritize multiple tasks in a 
high volume office are required  

• Administrative skills to work in a complex and dynamic environment necessary with an ability to 
manage multiple priorities concurrently and accurately 

• Demonstrated ability to exercise empathy, tact and discretion when handling sensitive and 
confidential information is essential 

• Proven ability to exercise good judgement and discretion and work independently with minimal 
supervision to problem solve and to make sound decisions within the scope of the role 

• Intermediate working knowledge of the Word, Excel, Adobe Pro, Outlook Calendar, SharePoint, 
LEARN training portal, TEAMS, Xakia (Immigration Portal), Safely, ECommerce, Archibus, Power 
BI, SciOn, FunctionPoint, 2Ship, WatProcure, WCMS 3. 

 
Nature and Scope  
• Contacts: This position requires communication with internal and external contacts to obtain, clarify, 

and discuss information. Contact groups and individuals include but are not limited to: Administrative 
Officer, First Year Academic Advisor, Administrative Coordinator for Graduate Studies, Administrative 
Coordinator for Undergraduate Studies, Science Graduate Office, Faculty of Science Undergraduate 
Office, Graduate Studies and Postdoctoral Affairs, Counselling Services, Associate Chairs for 
Graduate and Undergraduate Studies, Chemistry Department Members, Chemistry Health & Safety 
Committee, Finance, High School Teachers worldwide, Chemistry graduate and undergraduate 
students, Plant Operations, Safety Office, Key Control and Catering services internal and external. 

• Level of Responsibility: The position has specialized work with minimal supervision and provides 
guidance and advice to others. Manages multiple projects simultaneously to meet competing 
deadlines. Exercises sound judgment and deals with highly sensitive documents. Ability to anticipate, 
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analyze, strategize, determine priorities, take initiative, and have a high degree of time-management 
skills with the flexibility to adapt to changing priorities. 

• Decision-Making Authority: Responsible and accountable to set priorities for tasks and provision of 
support to different areas within the department. Expected to independently answer and resolve 
regular inquires and problems that arise. Recommend potential strategies for complex inquires or 
problems to immediate supervisor for approval.  

• Physical and Sensory Demands: Minimal physical demands typical of an administrative position 
operating in an office environment. Exposure to a fast-paced service-oriented environment with 
multiple on-going deadlines, changing priorities, constant interruptions, and large volumes at various 
times throughout the year. 

• Working Environment: High volume service-oriented office with multiple on-going deadlines, 
changing priorities, and constant interruptions.   


