
Yukon College 

Statement of Qualifications 
Welcome Centre Host/Administrative Assistant 

 

Department:  Student & Infrastructure Support 

Position Title:  Administrative Assistant/Welcome Centre Host 

Location:  Ayamdigut Campus 

Date   February 2018 

____________________________________________________________________________ 

Essential Qualifications (assessed in screening process) 

 

Education and Training: Completion of related education such as office 

administrative/business certification or equivalent 

 

Demonstrated Abilities:   Experience providing a range of administrative, financial and 

clerical support 

    Strong communication skills – written and verbal 

    Basic bookkeeping skills 

    Advanced computer skills including Microsoft Outlook, Word and 

    Excel and databases 

    Experience in planning events/activities/programming 

     Experience supporting marketing and communications – e.g. use 

of social media, designing posters and promoting events    

           

Equivalency Consideration may be given to those with an appropriate 

combination of education and experience.   
 

 

Rated Qualifications (factors assessed through interview, etc.) 

 
Knowledge: 

 

K.1 Of Yukon College, its facilities, operations related to Yukon College 

K.2 Of various administrative and clerical procedures and practices 

K.3 Of filing, record keeping and updating databases 

K.4  Of telephone and e-mail etiquette 

K.5 Of basic bookkeeping processes 

 

Abilities: 

 

A.1 To respond to a wide variety of inquiries in a courteous, positive manner 

A.2 To work effectively with a variety of Microsoft computer software programs, including 

Outlook, Word, Excel, PowerPoint, etc. 

A.3 To create posters and work effectively with social media 

A.4 To maintain confidential information 

A.5 To resolve conflicts and provide effective solutions   

A.6 To assist with planning and coordination of activities/events  

A.7 To establish and maintain effective working relationships with students,  College 

 staff, and members of the public 

 

Personal Suitability: 

 

PS.1 To provide exceptional customer service and assess situations quickly and assist 

students/clients appropriately, maintaining a positive attitude 

PS.2 Strong communication skills, both orally and in writing.  

PS 3   Strong attention to detail when completing administrative tasks 

PS.4 Ability to effectively prioritize workload, to deal with constant interruptions and to 

manage work requests from more than one source 

PS.5 Well developed interpersonal skills, particularly in a cross-cultural context   

PS.6 To take initiative and demonstrate creativity  

PS.7 To work as a team player in a changing and growing environment 

PS.8 Sensitivity to diverse groups and equity issues. 
 

 


