
MCC Job Description 
_ _ 

 

Assignment Title:  Ottawa Office Administrative Assistant 
_ _ 

 

Reports To: Ottawa Director, MCC Canada 
FTE: 0.5 - (18.75 hours per week) 
Location: Ottawa 
Canada: Grade: 4   
Overtime Status: Non-Exempt 
% Travel Required: 5 
Resumes Accepted Until: December 6, 2019 
Start Date: January 6, 2020 
_ _ 

 

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: 
The Ottawa Office Administrative Assistant is part of a team that provides expertise and assistance for MCC’s 
advocacy efforts. This position is based in the Ottawa Office, which serves as a conduit of information and bridge for 
relationships between the federal government of Canada and MCC Canada’s diverse constituency. It witnesses to 
government on issues of peace, justice and human dignity that arise out of MCC’s ministry at home and around the 
world. The Ottawa office works with a number of coalitions while trying to bring a unique, Anabaptist perspective to the 
work of political engagement. 

This position is accountable to the Director of the Ottawa Office; however, it requires close collaboration with other 
members of the Ottawa Office staff, especially the Public Engagement and Advocacy Coordinator, as well as national 
and international program staff throughout MCC. 

 

Qualifications: 

Education: 

• Completion of High School required, University Degree an asset    
Skills: 

• Bilingual (English and French) is an asset 

• Administration - attentive to detail and accuracy 

• Organizational – efficient, systematic, and orderly, knowledgeable about organizational systems 

• Communication – strong writing skills, experience with social media best practices,  

• Relational – team player, respects others’ opinions, pleasant, enthusiastic 

• Recent work experience in office administration and support 

• Familiarity with Anabaptists denominations and MCC’s work an asset  

• Knowledge of federal government procedures and advocacy an asset  

• Successful police record check 

• Current First Aid certification an asset  

Contact/Relationships: 

• Internal contacts: Ottawa Office team, MCC Advocacy Network, MCC Canada Advocacy Network, 
Communications and Donor Relations, MCC Canada national program coordinators and international program 
staff (as needed) 

• External contacts: MCC Canada constituents (e.g. interaction via social media, phone, or email), MCC 
Canada coalitions, other Ottawa-based civil society organizations, and government representatives (as 
needed). 

 

 



Supervision: 
No supervisory duties. 

 

 Complexity/Competencies: 
The incumbent will have excellent organizational, time-management, and administrative skills coupled with an 

awareness, understanding, and sensitivity to the broad and diverse Anabaptist constituency, as well as an 

understanding of federal government processes.  This position requires, experience with social media and other web-

based resources, as well as an ability to gather or re-purpose appropriate content. 

 

Independent Action: 
The position requires the incumbent to work independently with minimal supervision. 

 

Initiative and Ingenuity: 
The ability to take initiative in maintaining tools and systems to support MCC’s overall approach to advocacy. This 
position requires the ability to think strategically in compiling and sharing content in line the MCC’s public 
engagement and advocacy priorities. 

 

Communication/Interpersonal Skills: 
The incumbent is required be fluent in French and have excellent oral and written communication skills (i.e. 
in-person meetings, phone, email, social media etc.). They must demonstrate the ability to work both as 
part of a team and independently, relaying excellent relational skills, including listening, dialogue, and 
flexibility. 

 

Mental/Physical/Visual Demand: 
This position is in an open office setting, requiring the incumbent to be maintain focus, and keep track of details while 
dealing with many interruptions and sudden advocacy related tasks. They must also have the ability to work well under 
pressure. Given the nature of MCC’s advocacy focus areas, the position requires sustained engagement with 
challenging subjects, such as conflict, injustice, violence and climate change, which may require regular self-care 
practices.  

 

End Result: 
MCC Canada’s capacity to advocate for government policy change or action is enhanced. 

 
 

Major Responsibilities: 
60% Administration Assistance 

30% Communications and Media  
  5% Meetings Assistance 
  5% Special Projects 
 

Tasks: 

• 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 

• Answer telephone calls and greet guests  

• Maintain lobbyist registration for MCC Canada 

• Pay bills, visa statements, and prepare monthly financial reports for MCC Canada 

• Purchase office supplies as needed  

• Manage periodical subscriptions 

• Make travel arrangements for Ottawa Office staff and guests 

• Oversee logistics for major events, including hosting guests, Canadian Advocacy Network gatherings, and 
student seminars 

• Assist MCC staff with visa applications  

• Develop and maintain tools and systems to track advocacy activities and indicators  

• Schedule meetings with politicians and government representatives for Ottawa Office staff and guests 

• Schedule and take minutes at Canadian Advocacy Network monthly and annual meetings 
• Schedule and participate in regular staff meetings, spending time in devotions and prayer with all in attendance; 

maintain meeting notes 
• Serve as safety officer for the Ottawa Office  
• Draft and/or review news items, stories, press releases, social media posts, and other timely content for Ottawa 

Office publications and website, in French and English 



• Oversee content gathering and layout for monthly newsletters and other publications  

• Review Ottawa Office content/letters  

• In collaboration with the Public Engagement and Advocacy Coordinator, implement social media activities  

• Maintain and update “ask your MP” website tool  

• Share relevant media and legislative updates with Ottawa Office staff 

• Maintain the Ottawa Office online Governmental Communications Register 
• Coordinate special projects as assigned by the Director of the Ottawa Office 

• Other duties as assigned 

Location Description: 
Located on the banks of the Ottawa and Rideau rivers in the picturesque Ottawa valley of eastern Ontario, Ottawa 
offers a wide range of services and attractions. As the nation's capital, this city of over 800,000 people is home to a 
dozen museums and galleries, plus more than 35 annual festivals. More than 150 km of recreational pathways wind 
through the city providing ample opportunity for walking, cycling, or in-line skating. In winter the Rideau Canal becomes 
one of the world's largest outdoor skating rinks. The hills of Gatineau Park are only a twenty-minute drive from 
downtown Ottawa and offer year-round recreational activities including hiking, biking, camping, swimming, and cross-
country skiing. The city of Montreal is only a two-hour drive east. 
 
As an educational centre, Ottawa boasts two major universities, a small Catholic university, and a community college. 
The growing computer technology industry plays a significant role in the local economy. 
 
A multi-cultural city, Ottawa is home to many diverse ethnic communities including a small group of Mennonites.  
Languages spoken in Ottawa include English (50%), French (32%), and a host of other languages including Italian, 
Chinese, Spanish, Portuguese and Arabic. 
 
Ottawa temperatures can range from 33°C (91°F) in summer to -40°C (-40°F) in winter, with average summer 
temperatures around 20°C (68°F) and average winter temperatures around -10°C (14°F) 


