
ADMINISTRATIVE ASSISTANT 
JOB NUMBER:  18-FA-AA01 
Posting Date: September 4, 2018            

  

Start:  Immediately 
Duration: 1 Permanent Full Time Position 
Location:  Vancouver, Canada   

 
For Company Information visit WWW.ENCOREBUSINESS.COM 
 
 
The Position 

Reporting to the Manager, Corporate Administration, the Administrative Assistant in the 
Vancouver office will provide onsite office management duties, service and support to the local 
team. As a member of the Finance and Administration Team you will also provide support to the 
entire company in a remote capacity. The role will have a secondary reporting line to leadership 
team members located in Vancouver (currently the CEO and VP Sales).  

 

The Encore workforce is largely mobile, working in and out of the office serving clients. The 
Admin Assistant is the consistent and stabilizing force in the office; expected to be punctual, 
dependable and willing to assist as required. It is as much about creating/maintaining a positive 
atmosphere as it is about executing on Administrative tasks. Our culture is driven by our 
corporate values; some of which are Fun, Trust, Creativity, Opportunity and Community.  The 
ideal candidate would have like minded values making them a natural fit for the role. The 
successful candidate will believe as much in the experience provided as they do in the final 
result.   

 

Key Areas of Responsibility 

 Create a positive and welcoming office environment. 
 Politely and professionally greet employees and visitors.  
 Keep workspaces clear of clutter; clean and tidy. 
 Order office / kitchen supplies; look after recycling/refuse disposal; coordinate office 

equipment maintenance.  
 Answer and route inbound calls. 
 Process daily incoming/outgoing mail and courier deliveries. 
 Coordinate staff travel arrangements. 
 Update company databases.  
 Assist with planning corporate events and local activities. 

 

Finance Areas of Responsibility 

 Prepare bank deposits and enter cash receipts.  



   

Encore Business Solutions 
www.encorebusiness.com 
encore@encorebusiness.com 
 

Canada: 
Winnipeg | 1-467 Provencher Blvd. 
Calgary | 203-5819 2nd Street SW 
Surrey | 36 - 3033 King George Blvd. 
Vancouver | 101-2415 Columbia St. 

United States: 
Seattle | 260 - 20700 44th Avenue West 
 

 Assist with collections. 
 Payables invoice entry & processing expense reports. 
 Assist with Sales Order Processing.  
 Administrative support for internal team members.  
 

Desired Skills & Competencies  
 Proficient with Microsoft Office including Word, Excel, PowerPoint and Outlook. 
 Experience working with database or customer relationship management systems. 
 Experience with Microsoft Dynamics GP and Dynamics CRM is an asset. 
 Good understanding of basic accounting principles.  
 Professional and customer-service oriented 
 Energetic and enthusiastic; much of this role is in creating/supporting a positive and fun 

working environment. 
 Exceptional time management and organizational skills with an attention to detail.  
 Strong interpersonal and communication skills. 
 Strong work ethic with the ability to handle multiple tasks and sometimes conflicting 

priorities. 
 Ability to take on varied responsibilities in a fast-paced environment. 
 Ability to exercise tact and discretion.  
 Ability to work independently and as part of a team. 

 
 

Please send your confidential résumé as a MS Word or PDF document to: 

hr@encorebusiness.com, quoting the job number in the subject line of your email.  

 

Furthering your success through the alignment of strategy, people, processes, and technology 

We thank all applicants for their interest; however, only those candidates selected for subsequent interview will be contacted. 

 

 

 

 


