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Detroit Canada Tunnel Corporation Job Definition Worksheet – Administrative Services Supervisor  

	Position:
	Administrative Services Supervisor
    
	Name:
	Donna Bratt



Responsibility:
Acts as the corporate receptionist and provides confidential clerical and administrative support to the Vice President, Administration. 
Responsibility:

Processes time and earnings records of employees on the Canadian payroll.
Responsibility:
Supervises clerks and accounting personnel

	Task
	Standards
	Expectations
	Power to Act

	1. Acts as Corporate Office receptionist 
	Maintains safe reception area by complying with safety policies and procedures and ensures that all administrative staff have been apprised of any updates and changes
	Passes safety audits
Responds within one working day to recommendations made by Manager, Health & Safety
	Full responsibility

	
	Maintains security by following procedures, monitoring logbook and issuing visitor badges 
	Same 
	Full responsibility

	
	Prepares correspondence, reports and other informational materials as per request
	Meets requirements and deadlines
	Full responsibility

	
	Responsible for shipping and receiving to include all mailings and invoices on a same day basis
	Same
	Full responsibility

	
	Answering calls on second or third ring, screening telephone inquiries and providing referral assistance.
	Add chirping to clerks when absent
	Full responsibility

	
	Receives and clarifies customer complaints, directs complaint to a senior member of management for resolution.  
	Follows up to ensure resolution within  5 working days
	Full responsibility

	
	Must exhibit a cheerful, attentive, helpful demeanor 
	Same
	Full responsibility


	Task
	Standards
	Expectations
	Power to Act

	2. Provides confidential, clerical and administrative support to the Vice President, Administration and corporate staff. 


	Oversees the preparation of Board Books and the distribution of same 
	At least ten working days before the Board meeting 
	Full responsibility, but must consult with boss when problems arise or due date is jeopardy 

	
	Maintains business office inventory level; anticipating needed supplies; placing and expediting orders for supplies, verifying receipt of supplies, scheduling equipment service repairs.
	Controls office supplies inventory maintains equipment   
	Full responsibility, but must get approval from boss for capital equipment purchases

	
	Oversees budget for non-capital office equipment and supplies.
	Same 
	Full responsibility

	
	Maintains video and reference/resources library
	Centralize this service
	Full responsibility

	
	Determines meeting requirements:

· Establishes meeting plan
· Arranges for meeting rooms

· Prepares for meetings (contact with outside vendors, supplies/refreshments). 
· Arranges audio visual 
· Verifies preparations
· Coordinates services among staff
	Work with management to make all meeting arrangements
	Full responsibility

	
	Arrange for/coordinate external events

	Same 
	Full responsibility


	Task
	Standards
	Expectations
	Power to Act

	3. Processes time and earnings records of employees on the Canadian payroll.


	Calculates, compiles and enters (via automated systems) employee earnings and deductions for Canadian employees 
	By Tuesday of every week
	Full responsibility

	
	Ensures accurate and timely preparation and balancing of weekly and bi-weekly and special payrolls, related reports and summaries.
	Meet due dates of Receiver General   
	Full responsibility

	
	Maintains earnings records in compliance with government report requirements.
	Where they format existing legislation
	Full responsibility

	
	Prepares monthly payroll reports (Union Dues, Canadian Education Fund, Workers’ Compensation, Employee Health Tax, etc.).
	Meet due dates of each organization or agency
	Full responsibility

	
	Responsible for payroll adjustments/deductions  
e.g. garnishments, union dues, paid absence days, clothing allowance, retro-pay etc.
	Initiate payment to external agencies like Revenue Canada where employees are deducted for things like garnishments
	Full responsibility

	
	Prepares and maintain Records of Employment
	Records` are up to date
	Full responsibility

	
	Prepares T-4s at year end for distribution to employees
	By end of January
	Full responsibility

	
	Answers payroll related questions from employees 
	In one working day or less
	Full responsibility

	
	Make adjustments as per weekly audit of payroll


	Provide to Manager HR for audit,  receive same back and make adjustments on same day - Tuesday
	Full responsibility, but makes adjustments as per directions of Mgr HR & VP Admin

	
	Maintains the records for determining pay eligibility for vacation, holiday, sick, personal time
	Same 
	Full responsibility


	Task
	Standards
	Expectations
	Power to Act

	4. Assists Manager of Human Resources & Benefits 
	Hands out:

· Employment applications 
· Voluntary Self Identification Forms (US applicants only).  
	 All applicants receive required information and forms
	As per direction of MGR. HR

	
	Assists with resume evaluation


	 Same
	As per direction of MGR. HR

	
	Assists with new hire interview  to appraise candidates or facilitate the questioning process on an occasional basis
	Same
	As per direction of MGR. HR

	
	Assists with applicant testing


	Same
	As per direction of MGR. HR

	
	Takes part in Orientation Process of new employees
	Same
	As per direction of MGR. HR

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	5. Supervise clerical and accounting personnel
	Assigns and reviews daily work, and determines work priorities.
	Must follow procedures

Must document appropriately 
	Full responsibility

	
	Enforces company rules and regulations.


	Must do
	Full responsibility

	
	Maintains up-to-date Job Definition 
Worksheets 
	Same 
	Full responsibility

	
	Analyzes performance and  provides feedback 
	Regularly
	Full responsibility

	
	Counsels and disciplines as required 
	 Must have on file documentation of any disciplinary action
	Full responsibility

	
	Evaluate staff for job related skills and competencies 
	Must have on file documentation of job related skills 
	Full responsibility

	
	Prepares annual appraisals
	Prepare and present and feed back 


	Full responsibility

	
	Training goals and objectives are set for all staff and staff are trained to perform their jobs effectively 
	Must have budget and time off for training approved
	Full responsibility, but budget must be approved

	
	All clerical and accounting staff are cross trained
	Same
	Full responsibility

	
	Provides on-the-job training for clerks (initial and remedial)
	Maintain and cover with clerks all the information in the Accounting and Administration Procedures Book  
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	6. Other related duties as assigned by the Vice President, Administration 

	Develop a six month and twelve month work plan  for the Admin services function
	Same 
	Full responsibility

	
	Review all processes for which this job is prime
	Identify disconnects and recommends improvements
	Full responsibility

	
	Identifies development opportunities to improve skills and competencies for this position    
	Same 
	Full responsibility

	
	Coordinate the distribution of Christmas cards
	Same 
	Full responsibility

	
	Maintains contacts with external agencies, attends conferences, reads publications and identifies trends to determine their viability   for improvement opportunities at DCTC
	3 – 5 significant opportunities per year
	Full responsibility

	
	Identifies and anticipates safety and health concerns and hazards
	Same 
	Full responsibility

	
	Promotes safe work environment.

	Same 
	Full responsibility

	
	Receives regular safety training. 


	Same 
	Full responsibility

	
	Interfaces effectively with all levels of corporate management, supervisory personnel and staff
	Same
	Full responsibility
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