
 

COME JOIN OUR AWESOME TEAM! 

Be one of the most important people in our clients’ experience and help make a difference. 

Hospice Calgary guides children, teens, and adults through the grieving process as they face illness and/or the death of a 
loved one. Our team of professionals provide individual, family, and group support as well as 24 hour end-of-life care. 

 

 

Our Mission 

To help families and individuals achieve 
support, hope, and well-being through 

compassionate end-of-life and 
bereavement care. 

Our Organization 

We are leaders 

We strive for excellence and provide high 
quality service to our clients. 

We live our values 

We don’t just say we value compassion 
and empathy, we demonstrate these 

values daily. 

We make a difference 

We respect the individual needs of each 
client and know we have a positive 

impact on the community. 

Applications will be accepted until a 
suitable candidate is found.  Only 

qualified applicants will be contacted. 

Please submit resume and cover letter 
with attention to Elaine Crowell, Director 
of Finance to hiring@hospicecalgary.ca 

 

Administrative Assistant  
Southeast Office Location - 1.0 FTE, Permanent 

Position Summary: 

The Administrative Assistant is the first point of contact for individuals 
accessing Sage Centre/Children’s Grief Centre services and represents the 
organization when greeting clients, professionals, and the general public in a 
courteous and professional manner.  The position provides support for 
programs and services and support to the finance department through the 
administration of accounts payable and client billing.  A high level of 
confidentiality, flexibility, reliability, organization, and adherence to 
professional standards is required to meet the ever-changing needs of the 
organization.   

The ideal candidate for this position is: 

 A highly motivated team player, organized, able to multi-task, and 
dedicated to a high level of professionalism. 

 A friendly, empathetic listener who values being the first point of contact 
for individuals from diverse backgrounds and experiences.  

 An individual who is comfortable receiving calls from people in crisis and 
will provide initial support and respond in a calm and compassionate 
manner before directing the caller to the appropriate resource. 

 An individual with exceptional communication skills and comfortable 
switching quickly between tasks as needed. 

Primary Duties and Responsibilities:  

(For the complete job description, visit 
https://www.hospicecalgary.ca/careers/) 

Cultural Fit: 

 We offer the opportunity to be part of a collaborative and fast-paced work 
environment, a competitive salary, and the chance to be part of a 
compassionate team. 

Qualifications: (For complete list visit  
https://www.hospicecalgary.ca/careers/) 

 Diploma/certificate in office administration; 5 years’ experience with 
front-of-office and account payables work 

 Strong communication and organization skills 

 Strong Microsoft Office skills (Excel, Outlook, Word, Publisher, and 
PowerPoint) 

 Clear Criminal Record and Child Intervention Check 

 June, 2021 
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