
 

  

 Career Opportunity  
 

Bilingual Receptionist and Office Assistant 
 (Maternity Leave Replacement, Full-time) 

Parkinson Canada, Toronto, ON 

 
Our Mission 
Parkinson Canada is the voice of Canadians living with Parkinson’s disease. Our purpose is to transform 
the lives of people living with Parkinson’s. We do this through research leading to the end of 
Parkinson’s, advocacy bringing the voices of Parkinson’s to the forefront and support that helps people 
live well with Parkinson’s through education and services. 
 
What We Need: 
We are seeking a bilingual (English and French) candidate who will ensure the effective and efficient 
administration of the front of office.  Reporting to the Manager, Administration, the incumbent will 
provide superior customer service to all of Parkinson Canada’s stakeholders.  The successful candidate 
will have superior communication, customer service and interpersonal skills, high technical aptitude and 
strong attention to detail.  A self-starter with a “can do” attitude, the successful candidate will be able to 
prioritize multiple projects and meet deadlines.    
 
Major Responsibilities: 

 Answer incoming calls and screen and transfer calls in a courteous and professional manner; 

 Meet and greet visitors, 

 Open, sort, process and distribute internal mail; 

 Process outgoing courier requests; 

 Order office supplies for the office as per budget; 

 Maintain office equipment and supplies and liaise with service vendors as required; 

 Prepare monthly reconciliations for copier, mail machine, Visa, petty cash, etc; 

 Assist with organizing meetings and events, travel and accommodations; 

 Provide translation of emails and letters; 

 Code invoices as per budget codes; 

 Update the receptionist manual as required; 

 Prepare letters of correspondence and e-mails; 

 Create merges of letters, labels and envelopes; 

 Update donor and subscriber information in database; 

 Responsible for maintaining a tidy and well organized reception area; 

 Participate in team meetings and provide ideas for improving administrative functions; 

 Assist with the national signature event – Parkinson SuperWalk; 

 Contribute to projects and assist with general administration as required. 
 
Qualifications: 

 French language skill is mandatory (both written and verbal) with the ability to translate written 
work; 

 Post-secondary education in a related field; 

 Three to five years of related or similar experience, preferably in a not-for-profit environment; 

 Switchboard and receptionist experience - professional telephone manner and customer service 
skills; 

 Superior customer service skills; 



 

  

 Strong communication and interpersonal skills; 

 Strong organizational and multitasking skills; 

 Excellent keyboarding skills and good typing accuracy; 

 Advanced knowledge of MS Office Applications (Word, Excel, PowerPoint, Outlook); 

 Database experience with Raiser’s Edge an asset; 

 Experience using an Avaya 500 Phone System an asset; 

 High degree of flexibility, initiative, professionalism and integrity; 

 Proactive person who demonstrates good judgment; 

 Ability to work well under pressure; 

 Strong attention to detail; 

 Ability to work the weekday hours of 9:00 a.m. – 5:00 p.m.  
 
If you are friendly with a positive attitude and are interested in joining a team that makes a tremendous 
difference in the lives of Canadians living with Parkinson’s, please send your resume stating salary 
expectations by 4:00 p.m. on Thursday, January 25, 2018. 
 

Parkinson Canada 
4211 Yonge Street, Suite 316 

Toronto, ON M2P 2A9 
E-mail: human.resources@parkinson.ca  

Please quote Reference #ROA-0110 

 
Parkinson Canada is an Equal Opportunity Employer in accordance with the Accessibility for Ontarians 
with Disabilities Act, 2005 and the Ontario Human Rights Code.  Parkinson Canada will provide 
accommodations throughout the recruitment and selection and/or assessment process to applicants 
with disabilities.  We thank all candidates for their interest, however, only those selected for interviews 
will be contacted.  Please indicate accommodations as required if contacted. 
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