
 
 
Location: NEW MINAS, NOVA SCOTIA 
Position:  Administrative Assistant / Receptionist 
Status:      Full-time 
 

Do you have a background that covers administrative assistant and reception work? 
Are you energetic and always up to meeting new challenges, no matter what the day? 

Do you always go that extra mile when getting the job done? 
Do you have experience in an office setting? 

 
The Flower Cart provides vocational service to adults considered to have an intellectual disability who reside in Kings 
County, NS. Over the last 50 years, The Flower Cart has served hundreds of adults with a wide range of service 
options including, but not limited to prevocational, vocational, outreach and community employment programs.  
 
The Flower Cart is currently seeking an Administrative Assistant / Receptionist to become part of a dynamic Finance/ 
Administration/ HR department. 
 
This is a full-time position which reports directly to the Financial Director. We are looking for a person who is detailed-
oriented, always looking to add value, client focused, and driven regardless of the obstacles.  
 
The Administrative Assistant / Receptionist will be responsible for administrative support, along with greeting, 
welcoming, and directing visitors appropriately and the subsequent notifying staff of visitor arrivals.  
 
 Responsibilities will include: 
 
 
 

 Exercising superior customer service skills, and in a gracious manner, welcome visitors by greeting 
them in person at the door. 

 Enter and post accounts payables and account receivables 

 Accurately generate invoices on a daily basis. 

 Maintain sign in / out sheets and all Covid protocol and tracking information. 

 Assist in maintaining a complete and accurate training program along with sourcing training as 
required. 

 Efficiently and accurately, transcribe minutes from all meetings, distribute and save as appropriate. 

 Effectively manage multiple telephone lines and direct phone calls to appropriate staff members, 
or, if able, answer inquiries. 

 Show pride in the work area and with an awareness of standard office and OH&S requirements, 
maintain a clean and safe reception area by complying with all relevant procedures, rules, and 
regulations. 

 In a professional manner, and with great accuracy, take down and forward accurate phone 
messages for staff. 



 With a demonstrated knowledge of the organization, and using superior customer service and 
communication skills, provide basic information about the organization and direct customers to the 
appropriate departments. 

 Paying attention to detail, with an awareness of the requested end result, and in a timely fashion, 
photocopy, collate, fold, stamp, scan, and fax documents as appropriate. 

 In a professional and effective manner, and with an awareness of the various vendors available, 
research for purchasing in order to secure the most cost effective source. 

 With great accuracy, receive, record, and distribute all required documents for the proper material 
intake procedure. 

 Following standard office procedures, conduct sales, and accurately write receipts. 

 Work in a safe manner at all times 

 Assist and identify workplace hazards and develop solutions to address identified hazards 

 Demonstrate good ergonomic practices 
 

The challenge of this position is being able to maintain a professional and friendly manner at all times. 
 
The successful candidate will have: 
 

 1 year experience in an office administrative role 

 High proficiency in MS Office software. Certificate in MS Office would be an asset but is not required. 

 Experience with Sage 50 Accounting 

 Post-secondary degree/diploma in Office Administration or equivalent. 

 Superior oral and written communication and active listening skills. 

 The ability to lift 20lbs. unassisted 

 Calm demeanor with ability to work in a fast-paced environment 

 Strong organizational skills and be able to effectively multi-task.   

 Ability to sit or stand for long periods of time. 

 Typing and data-entry experience. 

 Experience using computers, telephone systems, fax machines, printers, photocopiers, scanners, 
shredders, and postage machines. 

 Must be detail-oriented, a logical thinker, analytical, and able to problem solve. 

 Must be energetic, want to add value, and be driven regardless of the obstacles. 
 

This position must be available Monday thru Friday, generally for day shifts only. Overtime is not regularly required 
but may be based on operational need and when required is a condition of employment. The successful candidate 
must provide a clean criminal background check. 
 
This position pays a competitive hourly rate with benefits. If you are interested in this opportunity, please forward your 
resume and cover letter to Carrie Hemmings at HR@flowercart.ca no later than Friday November 20th, 2020. 
 
We thank all interested candidates; however, only those selected for an interview will be contacted.  
 
The Flower Cart is an equal opportunity employer.  

 
 


