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ADMINISTRATIVE ASSISTANT 

 
The University of Lethbridge Faculty Association (ULFA) is seeking to hire a part-time, probationary 
Administrative Assistant. The successful application will have several duties related to administration 
and financials. 
 
There is potential for this position to grow into a full-time position with additional labour relations 
duties should the candidate have the requisite skill set and experience as identified below in section 
Preferred Additional Qualifications. These additional responsibilities can be negotiated during the 
interview process. 
 
ULFA is the exclusive bargaining agent for 600 academic staff members at the University of 
Lethbridge. More information about ULFA can be found on the website at www.ulfa.ca.  
 
Position Title:     Administrative Assistant 
 
Employment Definition: Continuing part-time position.  

Expected work hours 4 hours per day Monday to Friday. 
 
Compensation:      $3,500 - $4,500 per month FTE based on experience and pro-rated to number of 

hours worked, plus benefits. 
 
Summary of Responsibilities: 
 

1. Responsible to the Executive Director; 
2. Assist Executive Director to ensure the office functions effectively and efficiently; 
3. Responsible for all aspects of office support such as receptionist, photocopying, mail, filing, 

maintaining complete financial records and audit preparation, keeping updated membership 
lists, maintaining office equipment and supplies, scheduling meetings, other duties as required; 

4. Responsible for creating and distributing the newsletter. Writing skills an asset; 
5. Manage ULFA website (www.ulfa.ca) and other communication vehicles to inform the 

membership and promote ULFA to all relevant constituencies; 
6. Research and support of standing committee projects and collective bargaining; 
7. Responsible for room booking and organizing catering of social and other events. 

 
Qualifications: 
 

1. Undergraduate degree preferred; 
2. Professional training or adequate relevant experience to provide all aspects of office clerical 

support (e.g., word processing, bookkeeping, photocopying, filing); 
3. Proficiency with computers and software is required, including familiarity with Apple 

technology, accounting, web-based coding and listservs; 
4. Strong interpersonal skills, excellent oral and written communication skills, the ability to 

exercise tact, judgement and diplomacy, and a high regard for confidentiality; 
5. Excellent organizational, analytical, and planning skills; 
6. Work independently with minimal supervision. 



 

Preferred Additional Qualifications: 
 

1. Work-related experience in a labour relations environment; 
2. Work-related experience in a University setting; 
3. Knowledge of University regulations, policies and procedures; 
4. Knowledge of collective bargaining processes and unions; 
5. Knowledge of constitutions and bylaws processes. 

 
Application Deadline:       January 28th, or until position is filled. 
 
Start Date: February 11th, or upon availability of the successful candidate 
 
To Apply: Please submit your application with resume and names of three references to: 
 

Dr. Jon Doan, Ph.D 
ULFA President 

jon.doan@uleth.ca 
 
 
ULFA is committed to the principle of employment equity, is an equal opportunity employer, and 
welcomes diversity in the workplace. 
 


