
 

 

Thank you for your interest, only those selected for an interview will be contacted. No phone calls please. 
 

 
 

 

 

 

AASAS is seeking an energetic, organized and details-oriented individual to fill the position of 

Administrative Assistant. Reporting to the Continuing Education Coordinator of AASAS, the primary 

focus of this position involves overall administration, scheduling and coordination of the AASAS First 

Responder to Sexual Assault and Sexual Abuse Training program and the AASAS Counselling Survivors of 

Sexual Violence course. In addition, position responsibilities may also include the organization of 

provincial meetings and events. The location of this position is Calgary and travel within the province 

may be required 2 – 3 times per year. 
 

The preferred candidate will: 

 Process on-line registration and payment for training participants; 

 Coordinate facilitator travel arrangements/accommodation; training venues and catering; 

 Set up and maintain project files; 

 Distribute promotional materials; and order and mail all training materials; 

 Enter participant evaluations into the database and run evaluation reports; 

 Organize registration, travel and accommodation for provincial meetings and events; 

 Attend agency and committee meetings and record minutes; 

 Manage/purchase office and kitchen supplies. 
 

The preferred candidate requires: 

 Excellent customer service and telephone skills; 

 Exceptional organizational skills and multi-tasking abilities; 

 Intermediate computer skills in Microsoft word and Excel; data entry capability and internet 
search capability; 

 3 years related experience or equivalent preferably in a not for profit environment; 

 A demonstrated commitment to human rights through social change; 

 Knowledge and understanding of sexual assault and sexual abuse and its impact on individuals, 
families and communities; 

 

Please visit www.aasas.ca for more information about the agency.  AASAS is an equal opportunity 
employer and encourages applicants from diverse groups to apply.  
 

Email, Mail resume and cover letter by June 28, 2018, to: 
 

Debra Tomlinson, Chief Executive Officer, AASAS 

Suite 700, 910 – 7th Avenue SW (Northland Building) 
Calgary, AB T2P-3N8 - Email address:  mailbox@aasas.ca 
 

Employment Opportunity 
ASSOCIATION OF ALBERTA SEXUAL ASSAULT SERVICES (AASAS) 

ADMINISTRATIVE ASSISTANT 
Full-time 
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