
 

Job Title : Academic assistant and receptionist 

Position Number : 17-2018 

Faculty: Office of Admission, Registrar and Student Services (OARSS) 

Position Reports to : Assistant Registrar 

Job Type :  Regular – Full Time 

Work Schedule : 35 hours per week 

Salary scale : $39,140 - $46,047 

 

Saint Paul University (1848) is the founding college of the University of Ottawa, with which it has 
maintained a federated relationship since 1965. Bilingual and on a human scale, it has more than 
1,000 students. It offers programs in: social communication, counselling and psychotherapy, 
canon law, public ethics, conflict studies, theology, human relations, transformative leadership 
and spirituality, and social innovation. Saint Paul University offers an environment conducive to 
professional growth and competitive benefits. 

 

Summary 

Under the supervision of the OARSS Assistant Registrar, the incumbent facilitates OARSS’s 
administrative and academic work by providing support services to the two academic advisors 
while being attentive to clients’ needs at reception. 

 

Key responsibilities 

• Respond to general emails and phone calls; write various types of information emails (groups, 
new admissions, exams, graduate studies). 

• Meet with students and give them information about registration, courses and programs 
offered by the University. 

• Ensure and maintain student records by creating a file in the program and by scanning and 
indexing all documents in the file. Enter the marks at the end of each session in the student 
records and in the student information system and do regular updates. 

• Receive, deal with and validate applications. Analyze applications received by checking 
progress in the program (paper copy and uoCampus) and confirming whether the student can 
register or must withdraw from the course.  

• Check every day in uoCampus, by doing a search, registrations done by students. Inform 
students by email if they are registered in a course that is not part of their program.   



• Forward copies of research papers and theses to the appropriate professors; prepare the 
rooms for thesis defences. 

• Organize rewrites for exams. 
• Organize exams for students requiring special accommodations and supervise their exams. 
• Replace the two academic advisors when they are absent (team meetings, days off and during 

vacation).  
• Train students who work at reception and help with registration. 
 

Education, Experience and Abilities 

• Post secondary education or a combination of studies and work experience in university 
administrative services (admissions, registrar, etc.); 

• Demonstrated experience in customer service; multicultural clientele; 
• General knowledge of the university system; 
• Knowledge of programs, courses offered and their prerequisites;  
• Knowledge of uoCampus is an asset; 
• Experience using information systems such as Microsoft Word, databases, spreadsheets, 

email, internet;  
• Ability to deal with several files at a time; 
• Independence, sense of initiative, tact and diplomacy; 
• Discretion and judgment; 
• Ability to work as part of a team;  
• Meticulous and detail oriented; 
• Must at times work outside of normal work hours to meet deadlines; 
• Excellent communication skills (oral and written);  
• Bilingualism (English and French). 

 
 

Interested candidates are requested to submit an online application at www.ustpaul.ca 
by October 30, 2018 at 11:59pm. 

 

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. 

http://www.ustpaul.ca/

