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POSITION DESCRIPTION 
Administrative Coordinator

	Organization
	South Shore Hospice & Palliative Care Society

	Reports to
	Executive Director

	Location
	South Shore, Nova Scotia

	Employment
	Full-time | 35 hours per week

	Compensation
	$30 per hour, plus benefits 



Position purpose
The Administrative Coordinator provides reliable administrative and executive support to help the Society operate efficiently and welcome the people it serves. Working closely with the Executive Director, the Coordinator manages day-to-day office activities, supports meetings and events, maintains accurate records and responds thoughtfully to inquiries from individuals, families, volunteers, donors and community partners. This is a hands-on role suited to a resourceful professional who brings sound judgment, initiative, discretion and consistent follow-through.
Core responsibilities
Office operations and executive support: Coordinate the office calendar, calls, correspondence, appointments, supplies and day-to-day administrative needs. Prepare meeting materials, track agreed actions and deadlines, and provide timely support to the Executive Director.
Reception and service information: Offer a compassionate, professional first point of contact. Provide accurate information about Society programs and direct inquiries to the appropriate staff member or community resource 
Records and systems: Maintain accurate, accessible and secure electronic and paper records, contact lists, templates and office procedures. Use Microsoft 365 effectively and help improve routine workflows.
Events, committees and donor administration: Assist with registrations, communications, meeting logistics, acknowledgements and record management for Society initiatives, education sessions, and major fundraising events Provide administrative support to volunteers and committees as directed by the Executive Director.
Communications support: Assist with approved social media posts, routine updates and preparation of straightforward, professional materials while following brand, privacy and consent requirements.
Required experience and capabilities
Experience in office administration, coordination or executive support, with the ability to organize competing priorities and deliver accurate work on time.
Strong written and verbal communication, proficiency with Microsoft 365 (including Outlook, Word and Excel), and confidence learning new systems.
Initiative, resourcefulness, attention to detail and sound judgment in a small, collaborative workplace.
Empathy, professionalism and the ability to maintain confidentiality and appropriate boundaries when supporting people affected by serious illness, caregiving, grief or loss.
Assets
Experience in a nonprofit or community-service environment; supporting events, volunteer activities or donor information systems such as CanadaHelps.
Experience with basic social media posting or design tools; familiarity with local hospice, palliative care and community support.
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