Raven Recycling is looking for an Administrative Assistant. 
This is a full time position (75 hours bi-weekly). The salary is $31,200 to 35,100 per annum. Raven offers above average employment terms and flexible scheduling. 
The Raven Recycling Society is a active business oriented social enterprise and does not receive any core government funding. Raven provides over 20 well-paid private sector jobs and works for the good of the community. Lead by a volunteer board of directors since 1992, Raven works to divert waste from Yukon landfills and educate the public. 
This position is responsible for:

· Providing a variety of administrative duties for an active medium sized business from front-line reception, to light bookkeeping duties, to running errands. 

· Providing customer service, organization, supervision and promotion of the PaperSave and Recycling Club programs.

· Organizing and taking minutes for a monthly Board of Directors meeting.

·  Managing and maintaining records, data and correspondence to ensure operational continuity.

· Assisting to develop and deliver special projects.

Qualifications:

· Experience/ training with computers and MS Word, Excel and Access programs.

· Post-secondary education in Administration or 2 years previous experience. 

· Valid Yukon drivers license and own a vehicle. 

· Good interpersonal skills, with a desire and ability to work with the public.

· A flexible, self-motivated team player yet able to work independently.

· Ability to prioritize and manage time effectively.

· Demonstrated environmental commitment.

Assets:

· Comfortable working in a fast-paced environment.

· Ability to complete work while being consistently interrupted.

· Experience with customer service skills.

· Basic accounting skills (experience or education)

Hours: 
5 days/ week – Monday thru Friday

37.5 hours per week.

For more information visit www.ravenrecycling.org. 

To submit a resume contact the Raven Recycling Executive Director. 

Email:  ed@ravenrecycling.org, Tel: 867-667-7269 Fax 867-668-5744 In Person: 100 Galena Road. 
