Step One: Inclusive Attraction and Recruitment

Job Description Template

There are many benefits to using a template for job descriptions within your organization:
— It helps clarify for employees the tasks that they are accountable for within their jobs.

— It can be a useful reference for a supervisor or manager as they support and coach an employee’s
performance in daily work and year-end performance reviews.

— It creates consistency across teams when the same template creates a new organizational role.

— It provides clarity as to the required skills, experience, and education required when hiring.

The following is a sample job description template that can be adapted to your organization’s needs.
You can also find many free job description templates online. Consider what works best for your
organization and customize this template to prioritize equity, accessibility, and inclusion.

And don't forget that inclusion, equity, and accessibility are vital:

v Highlight your organization’'s commitment to IDEA (inclusion, diversity, equity and accessibility).
v~ Include information about how to ask for accommodation.

v~ Only include bona fide occupational requirements.

v~ Use non-gendered language.

Job Description: Administrator

Commitment to Diversity

Smith and Company values diversity, and we work to foster a workplace culture
that is equitable, inclusive, and accessible, and where all employees feel a sense of
belonging. Helping you to do your best work helps us to succeed!

About Us

Smith and Company is a leader in widget manufacturing and sales, and is
recognized for excellence in product and customer service.

© All rights reserved - Restigouche CBDC Inc. www.hirefortalent.ca



Step One: Inclusive Attraction and Recruitment

Job Title

Administrator

Reports to

Manager, Administrative Services

Status

— Part-Time, Permanent

— Hours are 8:00 am to noon on
Monday and Tuesday

— Unionized position

Job Details

Work location is at the head Office
with flexible, remote work options
also available.

Hourly Rate of Pay

$27.00

Job Duties

— Manage the schedule for the sales
team.

— Place stationery orders.
— Ensure client records are up to date.

— Manage invoices and expenses for the
sales team within Excel.

Education and Experience Requirements

One year of previous experience in an
administrative or customer-facing role.

Required Skills

— Demonstrated commitment to
diversity and contributing to an
inclusive workplace.

— Highly organized and detail-oriented.

— Basic accounting skKills.

Accommodation for People with Disabilities

We are committed to providing an accessible application and interview process for
people with disabilities. If you require assistance or accommodation when applying
for this job, please contact XXXX at/via XXXX.
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