
 
Operations Assistant 

Permanent – 35 hours/week (Full-time) 

Catholic Family Services of Peel-Dufferin (CFSPD) is a non-profit, charitable organization reflecting 

the values consistent with Catholic social teachings. CFSPD is a dynamic, growing family service 

agency with offices in Mississauga, Brampton, Orangeville and Bolton.  CFSPD is committed to 

providing a positive work environment for its employees and excellent services to its clients.  

Position Summary 

CFSPD is currently seeking a Operations Assistant who is responsible for performing administrative 

and clerical tasks to support the agency’s daily operations. This position will be based in Brampton, 

Ontario, however during COVID-19, remote working is available.  

Responsibilities 

 Support the Manager of Operations with the enforcement of company policies and standards. 
 Communicate with building managers to coordinate facility/office maintenance as needed. 
 Place inventory, equipment and supply orders as necessary. 
 Cooperate with different departments to improve business operations. 
 Maintain a master list of agency owned computers, laptops, phones, and other equipment. 
 Coordinate with HR to distribute necessary equipment to new staff. 
 Oversees the IT and phone requests as well as purchasing of required equipment.  
 Coordinate with HR to collect agency owned equipment from departing staff. 
 Ensure all office equipment, including computers and phones, are maintained and in good 

working order, and arrange for appropriate service calls as required. 
 Provide quarterly inspections with staff on agency computers, printers, and phones. 
 Create new user profiles within databases and agency IT systems. 
 Responsible for the agency databases; train staff on how to use and access databases. 
 Create new categories, user defined fields, groups, or programs within the database(s) as 

requested. 
 Monitor performance and quality control plans to identify improvements. 
 Develop and implement data analyses, data collection systems and other strategies that 

optimize statistical efficiency and quality. 
 Escalate to supervisors / management regarding non-compliance with database issues and 

evaluation collection issues. 
 As required, provide additional administrative support to management. 
 Perform general administrative duties including, but not limited to, photocopying, scanning, 

faxing, mailing, ordering business cards, shredding, filing and couriering documents. 
 As required, prepare bank deposits with other designated staff.  
 Develop and maintain an accessible database and filing system of agency document templates.  
 Provide IT and administrative support at agency staff events, as required. 
 Participate in agency fundraising activities as deemed appropriate and necessary by Senior 

Management. 
 Attend required agency activities and meetings.    
 Perform other duties as assigned 



 
 

Qualifications 

 Undergraduate university degree in related discipline or equivalent experience. 
 Must possess 2 + years of office related experience.  
 Strong communication skills, ability to deal tactfully with employees, visitors and clients.  
 Working knowledge pertaining to modern office methods and procedures, equipment and filing 

systems.  
 Exceptional organizational skills with ability to meet deadlines and manage multiple priorities.  
 Enthusiastic, warm and friendly personality, with a demonstrated client-service orientation. 
 Independent and self-directed with the capability to operate with minimal direct supervision. 
 Detail oriented with ability to check documents for accuracy. 
 Excellent computer skills in MS Office Suite and database applications. 
 A satisfactory Vulnerable Sector Criminal Records check. 
 

Why Apply? 

We offer a comprehensive benefits package (pension plan, extended health, dental & insurance 

benefits) and generous leave provisions. Our organization also provides flexibility with work hours, 

work life balance and free parking. 

 

How to Apply 

If you are interested in the above opportunity, please send your resume and cover letter to 

humanresources@cfspd.com. The posting will remain open until position is filled. 

CFSPD is an equal opportunity employer and is dedicated to hiring staff that reflect the diversity in our 
community. We will make reasonable accommodations to enable applicants with disabilities to participate in 

the recruitment process upon request to humanresources@cfspd.com.  We invite candidates from diverse 
communities to apply.  

 

We thank all applicants for their interest in Catholic Family Services of Peel-Dufferin but we 
will only contact those selected for consideration. 
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