
 

 

 
Job Posting  

 
 
Date Posted: December 7 2015 

Job Title: Facilities Assistant, Casual 

Job Number:  1536 

Department: Administration   

Classification: Administrative Assistant 

Position Type: Casual  

Salary Range: Grid Level 10 ($16.33 - $19.01)  

Start Date: ASAP 

Reports to: Office Manager 

 
 
DIVERSEcity Community Resources Society is accepting applications for a casual Facilities Assistant in 
the Administration Department.  
 
 
PURPOSE OF THE JOB: 
 
The incumbent in this position provides support to the Office Manager and assists with the coordination of 
facility requests to meet the operational needs of the Agency.  You possess strong organizational and 
analytical skills, are flexible, a self-starter, detailed oriented and have the ability to multi task.  You are 
able to prioritize your work load and manage multiple on-going requests efficiently with a high degree of 
accuracy.  
 
You will also have strong technical skills, with Microsoft Office in both Outlook and Word, and able to 
create and maintain multiple Excel spreadsheets with a high degree of accuracy. You also have effective 
communications and interpersonal skills to deal with multiple vendors in complex areas of service to the 
agency. You are a team player with a can do attitude and are physical able to move boxes, furniture and 
transport items to offsite storage areas in your own vehicle.  
 
Preference will be given to individuals with availability Monday through Friday. If you are interested in this 
position, please send a cover letter and current resume by 12 noon on December 21

th
, 2015. 

 
 

Carla Niemi, Office Manager 
DIVERSEcity Community Resources Society 
13455 76

th
 Avenue, Surrey, BC, V3W 2W3 

E-mail to: cniemi@dcrs.ca 
 

No phone calls please. 
Please note that only shortlisted candidates will be contacted. 

A Criminal Record Check is a requirement of Employment. 
 

DIVERSEcity is an equal opportunity employer. This posting is open to male and female applicants and requires union membership 

 


