[image: image1.jpg]




Houses Opening Today Toronto (HOTT) is a charitable non-profit organization. We develop and operate affordable rental housing. Our portfolio includes thirteen properties in Toronto. HOTT offers specialized support services to disadvantaged and marginalized individuals and families living in our portfolio.

Description:

Administrative Assistant



Accountability:
The Administrative Assistant volunteer is accountable and reports to the Manager of Operations and Tenant Services.
Communications with HOTT Tenants:

All HOTT volunteers are required to maintain a good rapport with HOTT’s tenants and applicants, and to be respectful in their communications with them. 

Qualifications:

· Excellent written and verbal communication skills. 

· Ability to work independently with minimal supervision. 
· Proficient in MS Word, Excel, Outlook

· Excellent organizational skills and attention to detail

Tasks and Responsibilities:
The duties of the Administrative Assistant include, but are not limited to, the following:
· Answers telephone and email enquiries 

· Responds to requests for information about HOTT
· Maintains and updates administrative records and templates as needed.
· Communicates with Manager on weekly basis.
Hours:

This is a part-time volunteer position with the option for remote work following onboarding and training. Days and times to be discussed in the interview. No evenings or weekends.

Please apply by emailing info@hott.ca. Thank you.
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