CORPORATION OF THE TOWN OF BLIND RIVER
	JOB TITLE
	Administrative Assistant I – Tourism

	DEPARTMENT
	Facilities & Community Services

	DIRECTLY RESPONSIBLE TO
	Director of Facilities & Community Services

	INDIRECTLY RESPONSIBLE TO
	CAO/Clerk


MAIN PURPOSE
Provides front-line administrative and visitor services support while assisting with tourism promotion, departmental administration and community service initiatives. This is the entry-level position within the administrative career stream.
KEY RESPONSIBILITIES
Provide visitor information and customer service.
Assist with tourism initiatives and events.
Assist with website updates and scheduled social media.
Maintain merchandise inventory and POS records.
Provide clerical support and records management.
Assist with invoices, deposits and purchasing.
Support grant information gathering.
Perform other related duties.
QUALIFICATIONS
Secondary school; post-secondary preferred.
1–2 years administrative/customer service experience.
Microsoft Office proficiency.
Strong communication and customer service skills.
DEVELOPMENT EXPECTATIONS
Develop knowledge of municipal administration.
Gain experience in finance, communications and project support.
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