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Coordinator, Administration
Canadian Urban Transit Association

Company Information
The Canadian Urban Transit Association (CUTA) is the collective voice of public transit in Canada.  Membership consists of over 500 public transit systems, private sector businesses serving the industry, as well as government agencies and affiliates.  CUTA’s mission is to strengthen public transit's contribution to the quality of life, environment, health, mobility and economic development of Canadian communities, and to help members fulfill their mandates.


Job Description
Reporting to CUTA's Director of Finance & Administration, this position is responsible for providing effective HR administration and general office support.
Key Responsibilities:
· Provide assistance to the Director of Finance & Administration to achieve the Department’s human resources and administrative goals and objectives
· Assist in defining and following policies, schedules and processes to ensure the effective and timely administration of the HR function with assistance and oversight from the Director of Finance & Administration 
· Oversee the administration of staff payroll, staff group insurance & health plan,  staff pension plan (OMERs), etc., including monthly calculations and remittance, annual reporting and maintenance of staff information
· Prepare and provide timely reports and information to the Director
· Assist as required in the administration and support of key HR practices including: hiring, compensation, performance appraisals, staff training and education, and motivation
· Monitor staff attendance (vacation, sick, overtime, other leave)
· Assist in the planning and administration of CUTA events
· Perform association database updates (addresses, telephone/fax numbers, contacts, payments etc.)
· Assist in preparing Membership Directory
· Manage office reception area including telephone inquiries, welcoming guests, mail and courier processing and deliveries, ordering office supplies, ordering coffee service and kitchen supplies, bank deposits, and other administrative tasks and requests
· Seek out and recommend office administration improvements in processes or technology in order to reduce costs, simplify processes, or improve work quality 
· Contribute to enhancing the contribution of the HR function in improving the implementation of human resource practices and policies to achieve CUTA’s HR objectives in support of the business strategy
· Coordinate translation requirements and ensure quality control of outsourced translation services
· Perform administrative projects and duties as assigned

Skills Requirement:
· HR administration
· Strong verbal communication and report writing skills
· Excellent verbal and written English and French language skills
· Detail-oriented, well-organized, independent, confident
· Good knowledge of Excel and MSWord, internet research 
· Problem solving skills
· Strong team player
· Customer and service focused
· Strong interpersonal skills

If this position interests you, please submit your résumé and a cover letter by email to:
Ms. Becky Benaissa, Director of Finance & Administration
Canadian Urban Transit Association www.cutaactu.ca
benaissa@cutaactu.ca

We thank all applicants however regret that only candidates selected for an interview will be contacted
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