
Job title 

Administrative Assistant 

 

Company/Organization 

Timeless Medical Inc 

 

City 

CHARLOTTETOWN 

 

Period of employment 

Permanent 

 

Number of positions 

1 

 

Description of duties 

Greet clients and visitors with a positive, helpful attitude. 

Assisting clients in finding their way around the office. 

Announcing clients as necessary. 

Helping maintain workplace security by issuing, checking, and collecting badges as necessary 

and maintaining visitor logs. 

Assisting with a variety of administrative tasks including copying, faxing, taking notes, and 

making travel plans. 

Preparing meeting and training rooms. 

Answering phones in a professional manner, and routing calls as necessary. 

Assisting colleagues with administrative tasks. 

Performing ad-hoc administrative duties. 

Answering, forwarding, and screening phone calls. 

Sorting and distributing mail. 

Hiring, managing, and developing the junior administrative team. 

Provide excellent customer service. 

Scheduling appointments 

 

Skills required 

Consistent, professional dress, and manner. 

Excellent written and verbal communication skills. 

Competency in Microsoft applications including Word, Excel, and Outlook. 

Good time management skills. 

Experience with administrative and clerical procedures. 

Able to contribute positively as part of a team, helping out with various tasks as required. 

 

Hours of work 

40 

 



Salary range 

35,000.00 

 

Application deadline 

April 2nd, 2021 

 

Contact name 

Andrew Austin 

 

Mailing address 

614 North River Rd 

Suite E 

 

Email 

aaustin@timelessmedical.com 

 

Phone number 

8006303730 

 

Website 

http://www.timelessmedical.com/ 

 

Terms and conditions 

Yes 
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