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Position: Administrative Assistant

Closing date: open until position is filled
Reports to: All senior staff

Overall responsibility: Coordination of museum administrative activities

Term of employment: $15.00/hr for 32 hrs/week – Feb 1st 2015 to Mar 31st, 2015 
Location: Whistler, BC.

Key areas of responsibility: 

· Reception desk

· Overseeing gift shop

· Research and write blog posts

· Administer museum’s membership program

· Assist with events and program promotion and delivery

· Assist senior staff as needed

The successful applicant will possess the following skills and abilities:
· Resourceful, innovative, and creative

· Excellent communication skills; verbal and written

· Reliable and professional work standards

· Outstanding customer service skills

· Works cooperatively with others and is flexible
· Proficient with MS Office; especially Word, PowerPoint, and Excel

· Familiarity with MAC OS is an asset

· Knowledge of Adobe Photoshop and InDesign an asset

Experience:

· Minimum of two years post-secondary education

· Experience working with public 

We thank all applicants for their interest; however, only individuals short-listed for interviews will be contacted.

Please forward resumes with cover letters to: Ms Sarah Drewery at

curator@whistlermuseum.org
