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JOB DESCRIPTION  

Reports to: Executive Director 

Terms: Full-time Permanent  

 

BACKGROUND: The Schlegel-UW Research Institute for Aging (RIA) is a charitable non-profit 

organization that partners with the University of Waterloo, Conestoga College and Schlegel Villages to 

enhance the care and quality of life for older adults.  Through collaborations with key partners and 

stakeholders, the RIA supports practice-relevant research and knowledge mobilization.  Research 

evidence is used to inform programs, education and training and influence practice and policy.  The RIA 

operates its own building, with several tenants, research labs, meeting rooms, and office space.  The RIA 

consists of 10 research chairs, four specialists, affiliate researchers and 28 team members (staff) with a 

commitment to improved quality of life and care across the continuum of care.  

 

PRIMARY PURPOSE:  The Office Manager works under general direction within a clear framework of 

accountability, and exercises substantial personal responsibility and accountability to deliver results.  

The position requires a self-motivated individual who is able to work on one or more tasks at a time to 

ensure smooth organizational operations.  The Office Manager is highly organized, detail-oriented and 

has strong interpersonal skills in order to provide administrative and analytical support to the Executive 

Director, Senior Director of Operations and Accountant.  The Office Manager acts as a point person for 

all visitors, staff, researchers, students and building tenants for all matters related to office design, 

maintenance issues, IT requests/trouble-shooting and provides information on policies and procedures. 

The incumbent is expected to consult relevant documentation and liaise with appropriate resource 

people to obtain and provide information on a variety of diverse and complex administrative issues.  

Being knowledgeable of computer software (Microsoft and Google programs) and databases is an asset.   

Responsibilities also include following proper internal financial procedures to prepare invoices, prepare 

cheques, co-ordinate approvals, maintain confidential personnel files and provide backup support to the 

Accountant.     

 

KEY ACCOUNTABILITIES:   

1. Office Management (~35%):  Responsible for general reception duties; switchboard, greeting 

visitors, handling incoming and outgoing mail, answering inquiries and connecting with appropriate 

personnel.  Responsible for keeping the office running smoothly by scheduling and co-ordinating 

meetings, workshops and room bookings.  Sources, obtains pricing information and orders office 

supplies, equipment, furniture, kitchen supplies and catering.  Books travel and accommodation as 

needed.  Updates RIA policies and procedures as necessary.  Is knowledgeable of RIA programs and 

resources to respond to external requests.  Provides administrative support to the RIA Board, 

including scheduling meetings, preparing Board meeting packages, ordering catering, room setup, 

etc. 
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2. Financial Support (~35%): Prepares and mails accounts payable cheques, prepares accounts 

receivable invoices, records donations, makes deposits and issues tax receipts.  Co-ordinates cheque 

signatures and approvals.  Enters and verifies data using accounting software.   Tracks team member 

vacation/sick/personal days, maintains confidential personnel files and co-ordinates enrollment for 

group benefits.  Maintains documentation, collects, verifies and inputs data into a variety of 

spreadsheets and on-line forms.  Processes paperwork required in the hiring and payment process 

for temporary, part-time and full-time staff.  Provides backup coverage for Accountant for A/Ps and 

payroll. 

 

3. Building Operations Support (~20%):  Manages, tracks and co-ordinates access to various RIA labs, 

meeting rooms and spaces for team members, tenants, researchers and students.  Liaises and 

reports any maintenance concerns to appropriate individuals, co-ordinates maintenance/ 

construction requests with tenants, team members and researchers.  Co-ordinates the submission 

of information and documentation regarding staffing, insurance, health and safety.   Addresses any 

general health and safety issues identified during monthly inspection by the Health and Safety 

Team.   Attends quarterly Joint Health and Safety Committee meetings. 

 

4. IT/AV support (~10%):  Works with team members to resolve IT/AV requests and issues.  

Responsible for co-ordinating computer set-up for new employees, AV set-up (projector, computer, 

microphone), phone set-up (Avaya software), diagnostic checks on photocopier.  Liaising with 

external IT support for issues as appropriate.    

 

5. Teamwork and Communication:  Works as a collaborative team member to support RIA operations.  

Pro-actively and regularly communicates with team members, stakeholders, researchers and 

building tenants.   Documents and maintains project files to maximize information sharing and to 

facilitate team communication.   

 

6. Other:  Takes on a variety of RIA projects and activities as they arise.   

 

POSITION REQUIREMENTS: 

Education:  Post-secondary education in Administration or equivalent experience. 

Experience and Skills:   

▪ Must have at least 5 years of administrative experience. 

▪ Must have at least 3 years of experience in general bookkeeping, working with accounting software 

and/or supporting finance functions (e.g., supporting accounts receivable and payable duties, 

payroll preparation).  

▪ Must be proficient with Microsoft Office (Outlook, Word, Excel, PowerPoint). Familiarity with Adobe 

Pro, GoogleDrive an asset.  

▪ Must be familiar with accounting systems (Sage Simply Accounting and/or Quickbooks). 

▪ Able to resolve complex problems within area of responsibility. 

▪ Manage multiple tasks and competing priorities in an organized and efficient manner. 

▪ Have strong written and verbal communication skills. 

▪ Ability to work and communicate with a diverse range of individuals. 

▪ Self-motivated, able to function with limited supervision. 

▪ Detail-oriented with the ability to prioritize and multi-task. 
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▪ Must be technologically savvy. 

▪ Self-starter with a proactive attitude who can anticipate needs. 

▪ Fluent in English. Fluency in French an asset but not required. 

▪ Provide a police background/criminal record check.  

▪ Interest and passion for enhancing quality of life and care for older adults. 

 

SCOPE OF WORK: 

▪ Interpersonal Skills:  Builds strong relationships.  Internally communicates with team members and 

stakeholders to ensure effective organizational operations; professionally represents the RIA in all 

communications.  

▪ Level of Responsibility:  Responsible for supporting efficient operations of the building and 

organization with direction from Executive Director and/or Senior Director of Operations, with 

limited supervision.  Participates in the development and implementation of projects, work methods 

and procedures.   Recommends procedural changes to improve efficiency. 

▪ Decision-Making Authority:  Ability to identify successes and challenges and make 

recommendations for improvements; engage in problem-solving with team members to optimize 

success and efficiencies; ability to seek appropriate support and decision-making as needed. 

▪ Physical and Sensory Demands:  Minimal demands typical of a position operating within an office 

environment; periods of extensive sitting at a desk and in meetings, and concentrated use of visual 

senses; substantial repetitive keyboard/mouse movement; high sensory demands because of 

required concentration and attentiveness to detail and regular distractions and interruptions. 

▪ Working Environment:  Much of the time is spent sitting in a comfortable position with frequent 

opportunity to move about.  The office is located in a comfortable indoor area.  The work is varied 

and project assignments may change frequently.  Work will involve regular interaction with RIA 

team members and stakeholders.  There are deadline pressures, while at the same time there is a 

demand for thoroughness and accuracy.  

 

HOW TO APPLY: 

RIA invites applications (cover letter and resume) by June 11, 2020.  Please submit your application in 

one document by email to Kate Wilson, Office Manager at kate.wilson@uwaterloo.ca   

RIA welcomes applications from all qualified persons.  RIA is an equal opportunity employer and is 

pleased to accommodate individual needs in accordance with the Accessibility of Ontarians with 

Disabilities Act, 2005 (AODA) during our recruitment process.  If you require accommodation, please let 

us know in advance. 
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