
OFFICE ADMINISTRATOR 
Cross Country Alberta is the provincial sport association for cross country skiing in Alberta.  Cross Country Alberta’s mission is to lead, develop and promote the sport of cross country skiing throughout Alberta.  Cross Country Alberta is governed by a volunteer Board of Directors that represent the interests of all its member ski clubs.

The Office Administrator reports to the Sport Manager, the senior staff person of Cross Country Alberta,   and provides administrative support to the various core programs and services of Cross Country Alberta, including Youth and Athlete Development, the Alberta Ski Team, Events, Leadership, and Club Development.

This is a full-time contract position to April 30, 2004, with eligibility for extension.  Time and hours are negotiable.  The position is located in Edmonton.

Responsibilities of this position include the following:

· Provide information and assistance to members, the public, and staff.

· Receive membership and program fees, and sell available products and services.

· Prepare contracts, communication and educational products, correspondence, reports and presentations.

· Manage data bases, mailing and contact lists.

· Coordinate arrangements and information packages for workshops, meetings and events.

· Record, transcribe and distribute meeting notes.

· Assist with budget preparation, monitoring, reporting and controls.

· Prepare funding requests and reports.

· Manage record and document storage systems.

The successful candidate will meet the following qualifications:

· Excellent interpersonal skills, both written and verbal.

· Excellent computer skills (i.e. Word, PowerPoint, Excel, email, PageMaker, Photoshop).

· Strong team work, organizational and time management skills.

· Knowledge of cross country skiing and/or recreation program coordination would be an asset.

· A high school diploma with five years related experience.

· If the successful applicant has the required book keeping and operates Quick Books, additional hours and compensation can be negotiated.

Qualified applicants, please submit your resume by Wednesday, August 13, 2003 with a cover letter and salary expectations to:

Jean Funk, CCA Chairperson

9523-76 Avenue

Edmonton, Alberta

T6C 0K1

Fax: (780) 922-6415

E-mail: chair@xcountryab.net
No phone calls please.  Only successful applicants will be contacted for an interview.

For further information on the organization and posting, please view the Cross Country Alberta website: www.xcountryab.net
