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ASCEND ONLINE – Administrative Assistant Position
External Posting

We are looking for an enthusiastic candidate to join this young and exciting initiative!
This 1.0 FTE position offers the opportunity to:
· Work and share in a faith based, family focused community 
· Minister to families 
· Interact with students, parents, suppliers and vendors
· Grow and change as ASCEND changes and grows

If you are:

· Excited about living and working in your Catholic faith
· Experienced with home-based learning and home-schooling and are passionate about supporting families and their choice to educate at home.
· Self-directed and able to work independently 
· Confident enough to ask questions
· Proficient in business communication, both written and phone/skype
· Familiar with the functioning of administrative office flow, both systematically and technologically
· Very comfortable using Excel, Word, Power point and other office software.
· Flexible in time commitments
· Living in Kamloops area 
· Available to be work out of the Kamloops office of ASCEND Online
· Available to meet and communicate with the central offices of CISKD

Take a look at our website, please go to:   www.ascendonline.ca 
To request an application package for this position please contact Kelly Tries, Superintendent of CISKD, at: superintendent@ciskd.ca
[bookmark: _GoBack]The deadline for applications is Friday, April 29.
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