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 JOB DESCRIPTION 

Working Title 
I Facilities Assistant 

Present Class 
I Administrative Support 5 

Division, Branch/Unit 

Properties, Property 
Management/Edmonton Core 

Ministry 

Alberta Infrastructure 

PURPOSE: Give a brief summary of the job, covering the main responsibilities, the framework within which the job has to operate and 
the main contribution to the organization (see Non-Management Job Description Writing Guide Pages 7-8).

This position independently coordinates the provision of administrative functions for the assigned facilities, including office, 
financial and human resource administrative services. The Facilities Assistant prepares and administers a budget plan by 
providing monitoring and forecasting services, preparing contracts and monitoring contract terms and financial documents, 
preparing reports, and maintaining records. In addition, this position provides office management services for the assigned 
facilities, including human resource administration for staff. In addition to drafting correspondence and administering 
service and maintenance contracts, the Facilities Assistant liaises with clients/ tenants and staff, contractors to coordinate 
client services in relation to operational and tenant requirements and associated concerns. Reporting to the Facilities 
Manager, this position functions within applicable legislation, legislation business plans, policies, guidelines, and 
standards. 

RESPONSIBILITIES AND ACTIVITIES: The purpose of the job can be broken down in different responsibilities and end results. 
Each end result shows what the job is accountable for, within what framework and what the added value is. Normally a job has 4-8 core 
end results. For each end result, aooroximatelv 3-6 activities should be described (see WritinQ Guide Paaes 9-10).

1. Operational and administrative support services are provided to the Facility Manager's office in accordance with
relevant legislation, regulations, policies, guidelines, and standards.

Activities: 

• Organizes and coordinates workflow within the Facility Manager's office.

• Prepares routine correspondence (e.g., memos, letters, briefings, meeting minutes).
• Reviews and routes incoming correspondence, including action requests, and researches and provides

background information to appropriate authority for response.
• Tracks and monitors general correspondence, inquiries, and requests for information received by the office to

ensure appropriate responses are initiated and provided.
• Maintains personnel files in a confidential and secure manner.

• Purchases office supplies and maintains relevant inventories of supplies.
• Maintains administrative and operational file systems for the office.
• Develops and uses systems (e.g., bring forward, task lists) to prioritize and track projects and meet deadlines.
• Maintains inventories of telecommunication, computer, and other office equipment.
• Compiles reports, statistics, and related historical information as requested.
• Completes WCB forms as required for staff experiencing injuries.
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