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Administrative Assistant II – Non-Supervising  
 

Position Description | Qualifications 

 
OVERVIEW 

 
Reporting to the department head/manager/supervisor, the Administrative 
Assistant II manages the Department’s administrative services including 

coordinating office procedures, records management and monitoring accounts. The 
position operates in an environment of high volumes of work with constant 

interruptions and changing priorities. 

 
POSITION DESCRIPTIO



 

 

AA2N- 7 
Collects and checks all CUPE timesheets and forwards to supervisor for signature, 

monitors and verifies Daily and Weekly Absence Reports, and notifies supervisor of 
any discrepancies  

 
AA2N-8 
Inputs information from a variety of source documents utilizing various computer 
programs 

 

AA2N-9 
Assists with workshops and meetings, including scheduling, drafting and 

distributing the agenda, preparing materials, ordering refreshments and related 
supplies as required and recording and transcribing meeting minutes 

 

AA2N-10 
Performs other assigned comparable or transient duties which are within the area of 

knowledge and skills required by this job description 

  






