
POSITION DESCRIPTION 
SEVENTH-DAY ADVENTIST CHURCH IN CANADA (SDACC) 

 
 

 
Job Title: Bilingual Secretary/Receptionist Department: Treasury 

Name: Incumbent Budget Number: 27 

Category: Non-exempt (hourly), regular full-time Wage Range: 52% -72 % 
 ($37,100 - $51,400 per year) 

Credential: Missionary License/Credential Supervisor: Undertreasurer 

Education: Secretarial/Business/Office Mgmt. courses Date Revised: July 2020 
 
 
 

POSITION SUMMARY: 
 

Secretarial Duties: The bilingual (English & French) Secretary/Receptionist will be assigned secretarial 
work according to the needs of the SDACC office. 

 
Receptionist Duties: Greet visitors courteously and assist them with their inquiries. If they have come for 
an appointment, after confirmation with the SDACC employee they have come to see, direct visitor to the 
appropriate office. Be responsible for answering switchboard calls promptly. Call-in any requests for 
courier pick-ups, sign for incoming couriered packages. 

 
AUTHORITY AND ACCOUNTABILITY: Authority as delegated by the supervisor. Work is performed with 
limited supervision. S/he reports to the Undertreasurer for all reception and other secretarial work. The work 
requires the ability to carry out duties and meet deadlines independently. 

 
RECEPTION ESSENTIAL JOB FUNCTIONS: 

 
 As the official face of the SDACC, greet visitors courteously and professionally. 
 Provide visitors with driving directions to other entities and campus locations. 
 Politely answer general inquiries, route other inquiries to the appropriate person after receiving the 

approval of that person. 
 Keep phone system messages updated for non-office hours and holidays. 
 Do minor phone system maintenance and fix minor internal phone system problems. 
 Instruct new staff on phone system operation and update current staff on changes whenever they occur. 
 Ensure that the phone music system is turned on. 
 Receive couriered deliveries after confirming they are for the SDACC. Notify the appropriate department 

of deliveries. 
 Call-in courier pick-ups, give treasury the waybills. For auditing packages provide a copy of the waybill 

for auditing records. 
 Ensure that FedEx supplies are adequately stocked at all times. 
 Record UPS deliveries in the black folder. 
 Call for service when required for the phone system, folding, postage and binding machines and 

shredders. 
 Maintain an adequate paper supply for copiers and printers and ensure that they are in the correct place. 
 Maintain an adequate inventory of office supplies in the workroom and order supplies for departments as 

requested. 
 Keep a file of general office and departmental purchase order copies, and make sure treasury has a copy. 
 Arrange prompt returns to suppliers if products are not suitable. 
 Unlock lobby and hall doors, disarm alarm if necessary, in the morning; lock doors in the evening. 
 Turn lobby lights on in the morning and off at night. 



  Receptionist 

 
 Record cash receipts for miscellaneous services rendered. 
 Assist book sales representatives with staff orders. 
 Keep bulletin board in lobby and workroom current and cleared of old items. 
 Produce the worship calendar in a timely manner and post on office website. 
 Produce and distribute lunch relief reception schedules to those involved. 
 Update as required and distribute staff telephone extensions and directory sheets. 
 Assist other departments when requested. 
 Know fire procedures and keep the following fire doors closed: entry doors between lobby and hallway, 

hallway door to the East of room 112, entry doors at top of main stairs, hallway door to the East of room 
212. 

 Sort daily mail from Canada Post as well as campus mail and place in appropriate mailboxes. 
 Maintain an adequate inventory of mail supplies. 
 Prepare outgoing mailbag for pickup between 4:30 and 5:00 p.m. each day. 
 Coordinate and process jobs on the folding machine and printer for local entities who purchase the service. 
 Other duties as may be assigned by the supervisor. 

 

BILINGUAL RESPONSIBILITIES: This being the only position at the SDACC office that requires bilingualism, 
the person occupying this position will ensure that the content of the French version of the SDACC web site 
is kept up to date. Any new content to the French version will be forwarded to the official translator. As soon as 
the translation is received, s\he will verify it and forward it to the IT department for posting. 

 
EDUCATION/EXPERIENCE/CREDENTIALS: High school diploma or equivalent. Secretarial training or 
experience is required. Word processing 60 wpm and computer ability necessary. Experience as a 
receptionist preferred. 

 
KNOWLEDGE AND SKILL: Ability to speak English and French fluently and to write and translate in both 
languages. Excellent communication skills with a friendly, tactful, welcoming and professional attitude is 
essential. 

 
CONTACTS AND ORGANIZATIONAL RELATIONSHIPS: Contact with people both internally and 
externally. Contact with all persons having business with the SDACC whether by telephone or personal 
contact. Must possess the ability to deal tactfully and effectively with SDACC staff and outside personnel on 
a daily basis. 

 
PHYSICAL REQUIREMENTS: Must be able to read, speak, and hear. Must be able to effectively 
communicate both orally and in writing. Some standing, walking, bending, kneeling, carrying of light items, 
etc. is required. Standard work hours (38 hours per week), as defined by SDACC Employee Handbook, are 
required. 

 
WORKING CONDITIONS: Essential responsibilities are performed primarily in a sedentary and 
comfortable environment. Tasks are usually performed under normal office conditions with little or no 
noticeable discomfort. Work area is well lighted and ventilated. Position does not require travel. 


