
  

MCC Job Description 
____________________________________________________________________________ 
 
Assignment Title  HR Administrative Assistant- Domestic (1 year term)              
   
____________________________________________________________________________ 
 
Reports to: Director of Human Resources (MCCC) 

FTE: 0.6 
Location: Winnipeg 
Canada: Grade: 4   Overtime Status: Non-exempt 
% Travel Required: 0-5% 
Resumes Accepted Until: 06/16/2014 
Start Date: 06/30/2014 
____________________________________________________________________________ 
All MCC workers are expected to exhibit a commitment to: a personal Christian faith and 
discipleship;  
active church membership; and nonviolent peacemaking. 
MCC is an equal opportunity employer, committed to employment equity. MCC values 
diversity and invites all qualified candidates to apply. 
 

Synopsis and Qualifications 
The person in this position directly assists the Director of Human Resources (HR) and performs a variety of 
administrative and clerical duties necessary to MCC’s HR operations. This person will be responsible for managing 
files (electronic databases and hard copy) and distributing information by telephone, mail, and e-mail as needed.  

This position is available as a one-year term (with the possibility of an extension) and on a salaried basis. Only those 
candidates who are legally eligible to work in Canada should apply. Application deadline is June 16, 2014 . Please 
send cover letter and resume to Shay Brandt at shaybrandt@mennonitecc.ca.  

 Qualifications: 

 High School Diploma required, relevant Post-Secondary education preferred 

 3-5 years of experience in office administration  

 Computer skills in MS Office  

 Superior written and verbal communication skills, including the use of diplomacy and discretion  

 Exceptional organizational skills and successful management of deadlines and changing priorities  

 Highest regard for the protection of confidential information and high standards of ethics to handle sensitive 
information and situations 

 Previous experience in Human Resources is an asset 

 Experience supporting professionals is an asset  

 Prior MCC experience is an asset 

 Successful police record check clearance 
 

Contact/Relationships: 
This position requires the incumbent to act as a resource for and have regular contact with applicants, staff, 
management, board and constituents. The incumbent  must be knowledgeable in MCC policies and procedures. 
Excellent oral and written communications skills are needed for persuasion and skilled responses. 
 



Supervision: 
No supervisory duties. 
 

Complexity/Competencies: 
The duties are diversified and include efficiency in resources, scheduling, organizational skills and detail work, ability 
to interact extensively with all levels of personnel and interpret policies. Prepares work for the approval of the Staffing 
and Training Advisor and the HR Director. 
 

Independent Action: 
The position requires the incumbent to work independently as well as with external candidates, MCC staff, 
management, and  HR advisors.  The majority of the time in this position is spent multi-tasking with frequent 
interruptions.    The assignments are basically administrative and require a high level of discretion, judgment and, 
sometimes, modifications. 
 

Initiative and Ingenuity: 
This position requires the incumbent to keep personnel information confidential and build and maintain interpersonal 
relationships with applicants, HR team members and staff/managers throughout MCC.  The incumbent must take 
initiative and possess creativity and ability to synthesize/analyze and share complicated information. 
 

Communication/Interpersonal Skills: 
The incumbent is required to provide (and collect) sensitive information and ensure timely communication to 
everyone involved in the revelant staffing or recruitment process. The position is required to direct the flow of 
information to multiple people and assists in resolving  issues as required. 
 

Mental/Physical/Visual Demand: 
This position exposes the incumbent to a frequent demand for exacting information and will often require extensive 
concentration.    
 

End Result: 
This position serves multiple departments, national, provincial offices, and constituents. It directly impacts MCC 
Canada and indirectly impacts the whole organization. 
 

Major Responsibilities: 

 85% Administrative 

 15% Relationship building 
 

 Ensure that the Gospel of Jesus Christ is exemplified in the performance of all job responsibilities and through 
personal example.  

 Model nonviolent peacemaking through daily interactions with staff and the public. 

 Participate in a local church and gatherings, being willing to use his or her gifts within the local faith community. 

 Participate in regular staff meetings, spending time in devotions and prayer with all in attendance. 

 Directly support/maintain HR Director’s schedule and on-going projects, assist with travel plans as requested. 

 Schedule and compile departmental agendas.  

 Stay current on the work of the HR department in order to deal with requests or problems when other staff are 
out of the office. 

 Attend and record minutes and/or participate in discussions during Canadian HR Network, HR Network, Human 
Resources Policy Review Committee (HRPRC), Uniform Salary Committee (USC), and HR Team meetings and 
other events, as required. 

 Coordinate Canadian HR Network meetings; act as information liaison, passing along information and 
instructions between annual Network meetings. 

 Provide administrative support for HRPRC and work with policies as assigned; maintain Expanded Policy Manual 
(EPM); track and distribute policy revisions. 

 Write/update the MCC Canada (MCCC) staff handbooks and the Personnel and Human Resources (PaHR) 
database manual. 

 Maintain Hay Classification information for all MCCs across Canada. 

 Monitor monthly HR budget reports, providing printouts for HR Director review at regular check-in meetings  



 Directly support the HR Staffing and Training Specialist 
 - Schedule interviews as required 
 - Organize applicants resumes/cover letters 
 - Post and advertise for open positions (including on MCC Canada website) 
 - Create employee letters as needed 

 Compile carbon tracking (quarterly) for MCCC HR. 

 Maintain records on all MCCC salaried employees and service workers: 

  - Print incoming application documents (ie. cover letter, resume, MCC application form) at time of data   

   entry 

  -Print and file paper copy of incoming greensheets 

  -File paper copies of overtime and vacation for MCCC salaried staff  

  -Update MCCC staff listing; send annual reminders for church affiliation and address changes for MCCC  

 Follow established procedures for archiving documents in MCC Canada: 

  -Transfer and track paper files according to status (Inservice, Alumni, Inactive) 

  -Cull Alumni files (after 10 years) 

  -Destroy Inactive paper files and delete electronic files (after 5 years) 

 Prepare correspondence and mailings 

 Submit Inside Track HUB updates (monthly HR Policy reminder to personnel) 

 Provide Administrative Assistance for SEED program 

 Provide Administrative Assistance for Summerbridge program 

 Provide coordination for MCC Canada HR Activities/Groups/Committees on the MCC HUB 

 Coordinate special projects. 

 Track staff evaluations in RDB 

  

 Respond to inquiries as requested. 

 Other duties as assigned 
 

Location Description: 
Winnipeg is a city of approximately 650,000 located on the Red River, 108 km's north of the US border. Being near 
the center of Canada, it is a major transportation center. The city's population is fairly diverse, representing people 
from many different cultures. Most of the people are English speaking with French, Filipino and Chinese being other 
predominant languages. There are about 65,000 First Nations people living in Winnipeg.  
 
There are almost 50 Mennonite churches in Winnipeg, which is home to about 30,000 Mennonites. Winnipeg has two 
large public liberal arts universities and a Mennonite university (Canadian Mennonite University). There are also two 
Mennonite private high schools.  
 
Winnipeg temperatures can range from 40°C (104°F) in summer to -45°C (-49°F) in winter, with average summer 
temperatures around 25.4°C (77.7°F) and average winter temperatures around -12.9°C (8.8°F).  
 
The main MCC building in Winnipeg is located at 134 Plaza Drive and houses approximately sixty staff persons who 
work for MCC Canada, MCC Manitoba or Ten Thousand Villages. Approximately half of the building area is taken up 
with open landscaped offices, conference rooms, a library and a supply room. The rest of the area is used for the 
Material Resource program and a Ten Thousand Villages gift shop. MCC Manitoba has a second office located on 
Henderson Highway. This office houses approximately 14 staff who work in specific program areas in Manitoba. 

 


