
                         Job Posting 
 

 

Position:   Administrative Assistant (1 Regular, full-time) 

     

Location:  Ottawa Student Transportation Authority, 1645 Woodroffe Avenue 
Work Schedule: 35 hours per week, 12 months/year (overtime during peak periods) 
Start Date:  As soon as possible  
Salary Range:   $40,332 to $51,525  
 

The Ottawa Student Transportation Authority (OSTA) delivers safe, efficient and effective 
transportation of students for the Ottawa Catholic and Ottawa-Carleton District School Boards. 
OSTA has an annual budget of approximately $56 million dollars and 20 employees. 
 
Position Summary: 
Under the direction of the Chief Administrative Officer/General Manager, the Administrative 

Assistant provides a broad range of secretarial, administrative, communications and accounting 

support services.  Advanced skills are required to create documents, prepare correspondence, 

coordinate meetings and take minutes, and communicate with a variety of individuals 

demonstrating initiative, judgement and discretion. The Administrative Assistant also acts as the 

Receptionist and is the first point of contact for all visitors to the office. 

Qualifications: 

- Secondary school graduation diploma and 2-year community college diploma in a related 
field; 

- 3 to 4 years of progressive related experience; 
- Keyboarding speed of 60 w.p.m.; 
- Comprehensively use software including database, spreadsheet, word-processing, 

presentation, electronic mail and calendaring;  
- Excellent oral and written communication skills to communicate effectively with a diverse 

client base, exhibiting a sense of diplomacy and discretion in responding to delicate matters; 
- Highly organized and ability to effectively manage multiple priorities  
- Able to work effectively both independently and as part of a team in a high energy environment 
- Willingness to work flexible and extended hours to meet work demands during peak periods 

including evenings and weekends. 
 

This is a unionized position.  Applications will be considered in accordance with the collective 
agreement.  
 
The Application Deadline is July 12.  Please email your cover letter and resume 
 to: 
 

Vicky Kyriaco, General Manager and Chief Administrative Officer 
c/o Joanne Glaser 
E-mail:  joanne@cornerstones.ca (in .doc or pdf format only) 
 
 
We thank all candidates for their interest; however, we will only contact those selected for an 
interview. Persons with disabilities who need accommodations in the application or interview 
process should email a request to joanne@cornerstones.ca 


