
 
 

Part-time Administrative Specialist 

If you’re looking to make a difference, make it with Community Living Huntsville.  

With respect, integrity and a deep commitment, Community Living Huntsville’s mission 

is to provide supports and advocacy for individuals with developmental disabilities in 

order that each may grow to be the decision makers in their own lives at home, school, 

work and within the communities of North Muskoka. 

Here’s what your contribution will be as an Administrative Specialist: 

 Create a welcoming, professional environment for those both internal and 

external to the Agency 

 Create administrative efficiencies to ensure smooth daily operations 

 Take ownership of responsibilities and manage workload based on Agency 

priorities 

The offer we have for you is: 

 Work-life balance (4-5 days per week, 9am-3pm) 

 Competitive hourly pay rate and benefits 

 Opportunities for taking on various projects 

 Rewarding work in a positive team environment 

Here’s what you will need to be considered for an interview: 

 Diploma in Business Administration and three years of high level administrative 

support experience 

 Excellent organizational skills such as scheduling, maintaining and updating 

records (both electronically and file based), making reservations, booking and 

scheduling meetings,  and preparing materials on a timely basis  

 Advanced proficiency in various technical applications, including but not limited 

to, Microsoft Office applications (Word, PowerPoint, Excel, Publisher, Outlook, 

including calendar and email use), various databases, and computerized 

telephone systems 

 Efficient and accurate typing skills, with the ability to take meeting minutes 

 Strong attention to detail and ability to anticipate and prepare for tasks/ meetings 

in advance 

 Ability to work with/for staff and stakeholders to meet deadlines  



 
 Professional written and verbal communication skills  

 Ability to handle and prioritize multiple tasks simultaneously 

 Ability to work independently, or in a team setting 

To find out more, please visit us at http://www.clhuntsville.ca/careers 

Persons with disabilities who need accommodation in the application process, or those 

needing job postings in an alternative format, please use the contact below. 

Please forward your resume and cover letter to Human Resources at: 

Email: careers@clhuntsville.ca 

Mail: 99 West Rd, Huntsville ON P1H 1M1 Fax: 705.789.0752  

 


