
 

 

Administrative and Operations Officer, Welcome Centre 

St. Mark’s College/Corpus Christi College 

Overview: 

Administrative Officer (AO) provides general office, operations and administrative services, prioritizing 

both professional and confidential assistance to both internal and external customers of the Colleges. 

The AO must prioritize workload issues of a cyclical and ad hoc nature and maintain flexibility regarding 

priorities due to the nature of the office and the need to quickly adjust to changing deadlines and 

priorities. 

Functional Reporting Relationships: 

The AO reports to the Administrative Manager. 

Primary working relationships are with the Colleges’ administrators, faculty, staff, students, St. Mark’s 

Parish, and visitors to the Colleges’ Iona Drive campus. 

Expectations and Responsibilities: 

The AO assists the Finance and Operations Office with reception and administrative services at the Iona 

Drive campus, including but not limited to the following: 

 Acts as a receptionist for the Iona Drive campus 

 Manages the intake of walk-in traffic to the Welcome Centre; arranges appointments and makes 

appropriate referrals 

 Screens incoming calls and emails and organizes/circulates mail and correspondence as appropriate 

 Acts as cashier, accepting and processing payment transactions received at the Iona Drive campus 

 Provides basic IT support for instructors  

 Helps with ongoing projects for the Colleges as assigned  

 Oversee day-to-day building operations, maintenance of the physical buildings technical, safety, and 

security systems and manage any contractors supplementing these services and log all activities. 

 

 Communicating facility and equipment issues to relevant occupants and contacts relevant vendors to 

address the issue 

 Regular Facility surveillance tours to look for and identify building concerns, opportunities, and 

ensure there are no building operational abnormalities or inefficiencies 

 

 Log all abnormalities, inefficiencies, measures taken, and any other relevant information 

 

 Maintaining a safe work environment for all employees 

 

 Organized office operations and procedures 

 



 Manage inventory of supplies and equipment 

 

 Monitor and fulfill staff supply and equipment needs 

 

 Coordinate with IT on all office equipment and email accounts 

 

 Ensure building maintenance by coordinating activities of the maintenance staff 

 

 Address employees’ queries regarding office management issues (e.g. stationery, hardware and 

access arrangements) 

 

 Foster good working relationships with vendors and service providers 

 

 Remain on budget by always seeking the best prices for supplies and services 

 

 Onboarding/Off boarding support of staff as requested by the Human Resource Coordinator. This 

will include but not limited to getting keys for new staff, setting up printer IDs and passwords, and 

ordering furniture and equipment.  

 

Qualifications: 

 Post-secondary certification preferred (certificate, diploma or degree); with one (1) to three (3) years 

of experience working in clerical settings (preferably in post-secondary institutions); or an 

equivalent combination of education and work experience preferred 

 Cannot be a current student of, or have graduated from (in the most recent two academic years), the 

Colleges 

 Professional demeanor with excellent written and presentation skills 

 Exceptional time management and organizational skills, ability to multi-task 

 Demonstrated ability to communicate effectively with diverse audiences and stakeholders 

 Ability to be flexible and adaptable 

 Ability to work independently or as part of a team to meet deadlines and achieve project goals 

 Advanced skills on Microsoft applications, including: Word, Excel, Access, PowerPoint, Outlook 

 Ability to exercise a high level of judgment, discretion and confidentiality 

 Commitment to forwarding the mission and vision of St. Mark’s College and Corpus Christi 

College 

 

Closing Date: Open until filled 

 

Preferred Start Date: September 1, 2021 

Please respond with cover letter and resume to hr@corpuschristi.ca  

 

 

mailto:hr@corpuschristi.ca


 

About St. Mark’s and Corpus Christi Colleges 

The Community of St. Mark’s at the University of British Columbia is comprised of St. Mark’s College, 

St. Mark’s Parish and Corpus Christi College. Together we provide a centre of excellence for higher 

education in British Columbia.  

Corpus Christi College offers the best start for undergraduate students embarking on their university 

experience, fortified by an education offering the richness of Liberal Arts. St. Mark’s College offers 

graduate-level academic and professional programs, including degrees and certificates for teachers, 

administrators, ministerial leaders, social service workers and other professions.  

Corpus Christi College and St. Mark’s College at UBC are open to individuals of all backgrounds and 

traditions, and we are committed to meeting students “where they are” on their life journeys. We play a 

crucial role by offering small classes, accessible faculty and a community environment focussed on 

forming graduates who are prepared to take on the intellectual, professional, and social challenges of our 

times. You can be part of helping us accomplish this mission.  

 


