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 Toronto Metropolitan Students’ Union  
Job Posting: Administrative Assistant 
The Toronto Metropolitan Students’ Union is independent and autonomous from the university.
The Toronto Metropolitan Students’ Union (TMSU) is currently seeking three (3) candidates to  assist with the administrative and operations of the students’ union, including assisting with providing frontline service delivery. The Administrative assistant is directly supervised by the Internal Coordinator and/or Executive Directors. 

	 Positions Available: 
	 Three (3)  part-time

	 Start Date: 
	 As soon as possible 

	 End Date: 
	 August 31, 2026 

	 Rate of Pay: 
	 $19.00 per hour 

	 Hours Per Week: 
	 Up to 24 hours 

	 Posting Date: 
	 March 3, 2026

	 Closing Date: 
	 March 11, 2026 

	 Open to:
	TMU Students



Job Duties 
· Serve as a friendly and knowledgeable first point of contact for students and the general public.
· Provides administrative and organizational support for a fast-paced multifaceted work  environment;
· Receives, triages and responds to student inquiries via in-person, phone, email and  other communication channels to answer questions related to the health & dental plan, campus groups, lost & found and other inquiries that are received daily;
· Provides referrals to see the in-house lawyer, student advocate or any other services at the TMSU;
· Assists in the maintenance and operations of the campus-wide lost and found including  receiving and inventorying items, maintaining the database and storage, and  addressing student requests;
· Assists with the administration of graduation photos and distribution of photos to  graduates; 
· Performs administrative support such as physical and electronic sorting, filing and data entry for the TMSU main office and its service offices;
· Establishes office systems and procedures and assists in development of organizational  infrastructure, including updating issues management systems; 
· Provides support and advice on how to make the office environment more representative of the diverse membership involved with the students’ union;  
· Assists in the development of data collection and the creation of databases, briefs,  backgrounders, and other research documents for the benefit of the services of the  students’ union; 
· Works to assist with outreach opportunities that the students’ union is involved in,  including tabling and creating information packages, convocation and special projects;
· Assist in all other areas of work to develop and improve the current functioning, upkeep  and organization of the students’ union; 
· Other duties as assigned.

 Successful candidates will possess: 
· Passion for student services, resource provisioning and/or administrative governance. 
· Experience with customer service relationship, referrals and front-line service delivery. 
· Experience with data security, handling confidential information, filing and office  management is an asset. 
· Ability to overcome challenges and lead a project from concept and planning through  to successful execution. 
· Can work independently with minimal supervision but is team oriented. 
· Ability to work with a diverse group of people. 
· Ability to maintain confidentiality. 
· Strong organizational skills with proven ability to work within deadlines and adhere to  regular task lists. 
· Effective communication, both verbal and written. 
· Ability to motivate others and recruit volunteers. 
· Knowledge and understanding of equity issues, anti-oppression and creating inclusive spaces. 
· Experience with conflict resolution and de-escalation tactics is considered a strong  asset. 
· Experience with Microsoft Office Suite and Google Suite. 
· Must be a student at Toronto Metropolitan University. 
 



How to Apply 
 Interested candidates should submit:
· Cover Letter
· Resume
· Availability from Monday to Friday from 10 a.m. – 6 p.m. from March until August 2026
· Three (3) references including their current role, how you know them, and contact info.

Subject: Administrative Assistant Application 
Email: jobs@yourtmsu.ca 
Please use PDF format for your submission, thank you!
Who are we? 
The Toronto Metropolitan Students’ Union represents over 40,000 full-time undergraduate  students at Toronto Metropolitan University, in downtown Toronto. As the central students’  union on campus, the TMSU works to build campus life, advocate on behalf of its members,  organize campaigns and initiatives, provide cost-saving services, and work with students across  the province and country for a more affordable and accessible post-secondary education  system. For more information on the Toronto Metropolitan Students’ Union, please check out  our website at  www.yourtmsu.ca. 
The students’ union is committed to employment equity and encourages applications from  diverse communities, including: First Nations, Inuit & Métis people, persons of colour, persons  with disabilities, members of the queer community, trans people and women. 
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