
 
 
 
 

 

 Administrative Assistant Position 

The provincial Women’s Institute Board of Directors is searching for an          

Administrative Assistant. Women’s Institute is a non-profit community and 

educational based organization comprised of branches across Prince Edward Island, 

and is part of a global network. Located in Charlottetown, the position entails 37.5 

hours a week under the direction of the Executive Director and Board. 

The Administrative Assistant is responsible for providing office services by      

implementing administrative systems, procedures, policies, and monitoring 

administrative projects.  

 

Administrative Assistant Skills and Qualifications: 

 Demonstrate proficiency in Microsoft Word, Publisher, Power Point, Excel, Word Perfect 
including adaptability to working with customized databases. 

 Managing processes, organization, professionalism, problem solving, supply 
management and inventory control. 

 Be able to collaborate, organize and select material for various purposes. 

 Be able to work independently and manage multiple tasks. 

 Pay attention to detail 

 Possess time management skills and be able to prioritize. 

 Have excellent oral and written communication skills in dealing with the public and 
board of directors.  

Administrative Assistant Job Duties: 

 The administrative staff shall be knowledgeable in all aspects of the PEI WI including but not 

limited to the Mission and Procedures of the Institute. 

 Attend meetings of the Provincial Board of Directors of the Prince Edward Island 

Women’s Institute. 

 Establish and maintain good working relationships with staff, WI members and the 

public. 

 Maintain confidentiality. 

 Prepare newsletters, correspondence, regular mail outs, booklets and other printed 

materials. 

 Design certificates, brochures, posters and invitations as required. 



WI Administrative Assistant Continued.  

 Issue receipts; keep track of cash, donations and other revenue; and reconcile these 

with the Treasurer. 

 Maintain petty cash. 

 Itemize and categorize articles for auctions and fundraisers. 

 Assist with varied events 

 Respond to requests, distribute materials and sell items as requested. 

 Prepare prize books, entry tags, data entry for exhibits, judging booklets, results for 

publication and other responsibilities relating to the WI Handcrafts, Horticulture and 

Arts Show of the PEI Provincial Exhibition. 

 Attend and participate in all functions sponsored by the PEI Women’s Institute, e.g. 

workshops, conventions, etc. 

 Maintain supplies inventory by checking stock to determine inventory level; anticipating 

needed supplies; placing and expediting orders for supplies; verifying receipt of supplies. 

 Use cost effective methods, such as economizing on printer paper and ink, etc. 

 Contribute to team effort by accomplishing related results as needed.  

 Perform any other related duties as required.  

 Access to personal transportation  

   

 

Other Assets: 

 Ability to take minutes. 

 Sound and presentation equipment experience.   

 Electronic filing. 

 Ability to lift light weights for events (max 20lbs). 

 

 

To apply please forward your resume to:  

  edmacphail@gov.pe.ca  with “Administrative Assistant” in the 

subject heading line or dropped off to Room 105, 40 Enman 

Crescent, Charlottetown.    

Deadline:   Thursday, January 19, 2017 (by 11am).    
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