
 
 

 

 
Permanent Position 

 
Position title:  Administrative Clerk 
Service:  Rectorate and Secretariat General 
Immediate supervisors:  Rector and Secretary General 
Work schedule:  35 hours per week 
Salary scale:  $38,176 - $44,913 
 
In this document, the masculine pronoun is used without discrimination and only for conciseness. 
 

Saint Paul University (1848) is the college founder of the University of Ottawa, with which it maintained a 
federation relationship since 1965. Bilingual and human scale, it has nearly 1,000 students; it offers social 
communication programs, counseling and psychotherapy, canon law, public ethics, conflict studies, 
philosophy, theology and human relations. Saint Paul University offers an environment conducive to 
professional growth and competitive benefits. 
 

Job Description 
 

Summary 
 
The Administrative Clerk carries out various administrative, communication, liaison and reception 
functions for the Rectorate and the Secretariat General. The incumbent helps to organize and distribute a 
large number of complex and confidential files, and demonstrates sound judgment, independence, 
diplomacy, discretion and initiative. 
 

Details of Functions 
 
 Performs administrative and secretarial tasks for the Rector and the Secretary General. 
 Coordinates logistics for meetings of the Council of Administration, the Senate, the Executive 

Committee and certain sub-committees (notifies members, reserves meeting rooms, orders catering, 
reserves parking, etc.). Prepares all relevant documentation for meetings, distributes it to internal and 
external members, and ensures follow-up on decisions and action items. 

 Prepares all relevant documentation for meetings of the Rector and the Secretary General, and 
ensures follow-up on decisions and action items. 

 Reconciles monthly financial statements and expenses and makes any necessary corrections. 
 Drafts correspondence and other documents for the University administration, for approval by the 

Rector and/or Secretary General. 
 Develops tools and procedures to improve the dissemination of relevant information to the University’s 

faculties in order to meet their needs and improve efficiency and effectiveness. 
 Creates document templates. 
 Develops work plans to meet deadlines, and informs the appropriate staff or departments. 
 Proposes, initiates and implements work methods. 
 Maintains strong ties between and among members of the Council of Administration, the offices of the 

members of the Executive Committee, faculty deans, faculty members, support staff, the student body 
and the University administration. 

 Assists the Rector and the Secretary General in collecting data for faculty, university and external 
projects, as required, and compiles statistical data. 

 Maintains an efficient filing system for correspondence and files, and ensures confidentiality. 
 Makes travel arrangements for the Rector and the Secretary General as required; prepares and 

submits travel expense claims. 
 Screens visitors, telephone calls and mail for the Rector and the Secretary General. 



 
 

 

 In the absence of the supervisors, assesses the importance of requests and notifies the appropriate 
person in authority for follow-up. 

 Performs other related duties as assigned by the position’s supervisors. 
 

Education and Experience 

 
 Post-secondary diploma in office administration and three (3) years of experience, or an equivalent 

combination of education and experience. 
 Experience in customer service and acting as a resource person. 
 Strong computer skills: knowledge of Windows, word processing, spreadsheet and database 

software; proficiency with email and the Internet. 
 

Essential Qualifications 
 
 Excellent communication and interpersonal skills 
 Planning ability 
 Excellent command of English and French (spoken and written) with preponderance of work in 

French; 
 Ability to handle confidential information with discretion 
 Great autonomy and sense of responsibility 
 
We thank all applicants for their interest in this position. We will be contacting only those candidates who 
have been chosen for the next step of the selection process.  
 
We are committed to ensure employment equity and we encourage the participation of all Canadians. If 
your application is successful and you think you need accommodation during the selection process, 
please notify us. Your personal information is protected under the provisions of the Privacy Act. 
 


