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PCC/ASC ADMINISTRATIVE ASSISTANT 

(10 – 12 hours per week; up to 16 during IEP season) 

 

Summary:  

The Pastoral Care and Counselling and Academic Success Centre Administrative Assistant (the Assistant) 

represents the College with excellence, advances the mission to develop and mobilize Spirit-empowered 

leaders to be fruitful in God’s mission, and upholds the shared vision and values of Vanguard College. 

The Assistant provides support to incoming first-year students, gives administrative leadership to the 

first-year practicum experiences, coordinates curricular and co-curricular events and trips, and gives 

administrative support to the Academic Success Centre. 

 

Key Functions 

To ensure the smooth running of the Academic Success Centre and to provide administrative and 

program support to the Academic Success Centre and Pastoral Care and Counselling Program Director. 

The Assistant will ensure that first-year program students receive an excellent orientation to the 

Vanguard community. Plans and executes the first-year practicum experience, administrate program 

curricular and co- curricular events, and oversee administration for the ASC, including the preparation of 

IEP documentation. 

 

Commitment 

As a denominational college with a mandate of discipleship and ministry training, it is recognized the 

staff member must evidence an on-going personal commitment to the Christian faith including church 

attendance, personal devotions and familiarity and harmonious acceptance with the Statement of 

Fundamental and Essential Truths of the Pentecostal Assemblies of Canada. It is expected the employee 

will: 

1. Participate in shared Christian ministry to fellow staff and faculty, and to students 

2. Participate in worship, ministry and in prayer 

3. Engage in Biblical counsel to those in our community in need 

 

Community Covenant 

1. All staff members understand it is a privilege to serve the Lord in vocational ministry. Those who 

serve on staff are followers of Jesus Christ and while at Vanguard College are expected to 

embrace a high biblical standard of professional and personal conduct and lifestyle both public 

and personal, and uphold the shared Behavioural Standards as outlined in the Faculty/Staff 

Handbook.  

2. All staff members must agree with the mission, vision and values of Vanguard College uphold 

and adhere to the guidelines and conditions for employment as outlined in the Faculty/Staff 

Handbook. 
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Education and Experience 

1. A diploma or bachelor’s degree from an accredited institution or significant experience with 

postsecondary education. 

2. Three to five years of administrative experience in a post-secondary institution or similar 

organization. 

 

Skills and Responsibilities 

1. Excellent organizational, administrative, and management skills when working with staff and 

faculty members. 

2. Excellent written and oral communication skills. 

3. Strong computer skills, including word processing and data management using tools such as MS 

Office suite in a Windows environment. 

4. Ability to conduct a high level of research and present information clearly and creatively. 

5. Ability to manage multiple priorities in a fast-paced environment through to successful 

completion. 

6. Able to work independently and as part of a team. 

7. Ability to handle and maintain confidential material and information. 

8. Excellent attention to detail. 

9. Proficient management of hard copy and social media information. 

 

Personal Qualities 

1. Demonstrates a quality of spirit that reflects a growing relationship with God and sound 

interpersonal relationships.  

2. Possess an energy level that reflects itself in excellent work habits and a positive work ethic. 

3. Possess individual initiative within general assigned work guidelines.  

4. Presents a professional, pleasant, service-oriented manner in person, on the phone, and in 

written communication. 

Appointment 

The President, in consultation with the Program Director, will appoint the Assistant. 

 

Roles and Relationships 

1. Reports to and works closely with the Pastoral Care and Counselling Program Director and 

Academic Success Centre Director. 

2. Works closely with the Campus Pastor to ensure students receive required pastoral support. 

3. Works closely with the Academic Department to ensure students receive required academic 

advising.  

4. Works closely with other faculty, Academic Department, Campus Life, Facilities and Finance to 

make sure that the needs of students with disabilities are cared for. 
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Duties 

 

I. Program Coordination: 

1. Coordinate, plan, and ministry trips, retreats, and social events and first-year field education 

experience as required by the Program Director.  

2. Dialogue with Campus Life regarding students who may need pastoral and academic care 

and support. 

3. Ensure active communication with program students. 

4. Manage program activities calendar. 

5. Provide Campus Life with calendar of social events. 

6. Complete expense reimbursements for director and students. 

7. Support incoming first year students in integrating into Vanguard community. 

8. Provide a presence during Orientation to help welcome and connect new first year students. 

II. Academic Success Centre Administration:  

1. Provide administrative support to the ASC and PCC Program Director. 

2. Coordinate the use of the Academic Success Centre. 

3. Provide faculty of ongoing updates of special needs and accommodation updates 

4. Keep the Academic Success Centre clean, particularly in the light of potential viral spread 

5. Assist the ASC and PCC Program Director with scheduling. 

6. Ensure that all students with disabilities are welcomed to co-create and IEP each year and to 

follow through after it is completed with finance, academics, faculty, Campus Life, and 

facilities as needed. 


