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Job Description

	JobTitle: Office Administration Support
	
	Department: Administration
	

	
	
	
	

	Location: Delta
	
	Full-Time/Part-Time: Full 7:45 - 4:15
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	PRIVATE Primary Focus

•
This position is accountable for the lifecycle management (planning, acquisition, implementation and support) of the large scale computing systems.  This includes Mainframe, Unix, enterprise storage systems and tape silo technologies. This position must ensure that the back-office technologies are available on a 24/7 basis and the required capacity is in place allowing the business and other IT functions to develop, implement and employ the base of technology applications required to run the business.

Specific Accountabilities

•
Manages and directs the day to day performance and operation of the central computing complex.

•
Provides a stable 24/7 high availability IT computing environment for all business applications.

•
Manages the planning and implementation of products, services and processes that provide for a physically secure working environment for staff, hardware and data resources.

•
Monitors staff, software and hardware performance in the processes supporting and leading to the satisfactory completion and service levels of day to day production schedules. 

•
Partners with the Business Continuity team to ensure completed documentation scripting and recoverability of the computing systems. 

•
Negotiates operational requirements with external vendors and internal business clients.
	•
Responsible for overseeing the effective use of strategic processes as they pertain to this group

•
Manages the planning and monitoring of departmental budgets for support initiatives and solutions project work.

•
Works closely with the business unit leaders and the Business Development group to ensure projects are accurately scoped for definition, budget and resources.

•
Forecasts system resources to meet project and on-going operational demands.

•
Provides direction and support to Corporate IT strategy, business development and professional services group.

Relationships

•
Reports to Director, Business & Technology Solutions.

•
Direct reports: 4

•
Indirect reports: 30

•
Internal: Customer Support Services business unit leaders and department heads, IT Functional groups

•
External: Solution Providers and business partners, Support Vendors
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	Job Title:
	Manager, Computer Operations       
	Department:
	Computer Operations

	
	
	
	

	Location:
	VPC 1
	Full-Time/Part-Time:
	Full-Time

	
	
	
	

	Pay Grade Level:
	
	Exempt/Non-Exempt:
	Exempt

	
	
	
	

	Effective Date:
	May 10, 2001 
	Incumbent: 
	R. Rapini

	
	
	
	











	Organizational Dimensions/Scope
•
Budget Accountability: Operating (~$7Mil), Capital (~$3Mil)

•
Capacities to acquire, convert and leverage information to support business analyses and informed decision making.

•
Managing a staff compliment up to a maximum of 50 staff, which may include full-time contract resources.

Working Conditions

•
This position requires normal physical effort.

•
Normal visual/sensory effort required. 

•
This function operates in a generally agreeable work environment.

•
Moderate travel is required for this position.
	Skills & Qualifications

•
Minimum 10 years of progressive related experience.

•
Relevant degree in Computer Science or related field

•
Demonstrated effective management of product and services within budget for multi-faceted projects. 

•
Proven experience in managing relationships with vendors and service providers.

•
Proven ability to perform feasibility studies, prepare business cases and make recommendations to senior management.

•
In-depth understanding of the business solutions and how they contribute to the operation of the business.



	Date:
	
	Incumbent Signature:
	

	
	
	
	

	Date:
	
	Supervisor Signature:
	



	PRIVATE Primary Focus
To provide administrative, accounting, ordering and reception support to the organization. Within a close, small, multi-functional administrative team,  Liaison with other office staff, terra team members & customer representatives,
Specific Accountabilities

· Update customer information

· Deal with customer inquires locally and out of town
 

· Process paperwork that may include orders, credit notes, tracking accounts, preparing and reviewing invoices, dealing with charge backs, preparing bank deposits and end of month statements. Supporting "house accounts"


· Cover reception dealing with walk in clients, company guests and telephone duties

· Carrying out office tasks such as faxing, emailing, photocopying, scanning etc as required
Overflow
· Assist other team members as needed

Organizational Dimensions/Scope

This role is critical to the success of the organisation. If we don’t have orders coming in there is no business. Accurate and timely work is critical to the effective cash flow and financial health of the organisation. Contributes significantly to the smooth operation of a small and nimble department. 


	Relationships

· Reports to Office Manager

· Direct Reports:  None

· Internal:  All employees, principals

· External: customers

Working Conditions

     Office based

Reception

      Repeated, detailed tasks performed on PC 

      Busy seasonal driven business cycle

Skills & Qualifications

2+ years’ experience in busy office environment
Numerical keyboarding

Advance Microsoft Excel

Demonstrated attention to detail and a high degree of accuracy

Positive can-do attitude and proactive team player 

       Willingness to cross train 

2 + years customer service exposure 

Excellent oral communication skills 
Demonstrated ability to be well organized and productive in a high volume environment with tight deadlines
Positive / go to the ball personality. Finds work and keeps busy.

Competence with EDI and electronic invoice posting is an advantage. 
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