AN EMSA NORTH OPPORTUNITY

ADMINISTRATIVE COORDINATOR

Are you looking for an opportunity to make a meaningful impact in your community? Are you passionate
about youth development and the positive role that sport plays in building healthy, connected
communities? If so, we encourage you to consider joining the EMSA North team.

EMSA North is one of six member zones within the Edmonton Minor Soccer Association (EMSA),
supporting community member clubs in the delivery of high-quality youth soccer programs. Our mission
is to ensure every child and youth has access to an inclusive, development-focused soccer experience
supported by well-trained volunteers.

We are committed to providing opportunities for all participants, regardless of financial circumstances,
gender, skill level, ability, or background, while promoting sportsmanship, respect, fair play, and ongoing
development.

EMSA North delivers programs for players aged 4 to 19, including Club Tier 3 and Community Tier 4
through Tier 9 programming, serving families throughout North Edmonton and the surrounding area.

Position Description:

EMSA North is seeking an Administrative Coordinator to join our team at our Northside office. This role
is ideal for a highly organized, adaptable, and self-motivated individual who thrives in a fast-paced
environment. The successful candidate will support the day-to-day operations of the organization,
coordinate administrative functions, and provide exceptional service to our member organizations,
volunteers, and community partners.

The Administrative Coordinator must possess excellent interpersonal, verbal, and written communication
skills, along with strong organizational, time management, and problem-solving abilities. The ability to
manage multiple priorities, maintain accuracy, exercise sound judgment, and handle confidential
information with discretion is essential.

The ideal candidate is proactive, dependable, and responsive, with advanced proficiency in the Microsoft
Office Suite, particularly Excel, and the ability to quickly learn new systems. A passion for community
sport and youth development is highly valued. Previous administrative experience within an Alberta not-
for-profit organization, particularly in amateur sport or community leagues, will be considered an asset.

Position Responsibilities:

e Serve as the primary point of contact for the office by answering incoming telephone calls,
responding to inquiries, and providing professional customer service to members and visitors.

e Perform a variety of administrative duties, including records management, filing, report and
presentation preparation, meeting coordination, and office supply procurement.

¢ Manage confidential information and assist with the processing and tracking of volunteer security
clearances in accordance with organizational policies.

e Administer player registrations for league and non-league programs, ensuring accurate data entry
and timely processing.

e Administer funding applications, hardship requests, and payment plans, while monitoring
outstanding accounts and following up on overdue balances.

e Coordinate coach and player equipment pickups and seasonal distribution activities to support
program operations.

e Assist in the planning and delivery of tournaments, camps, and coach, player, and referee
development programs.

e Attend Board of Directors meetings as required and provide administrative support, including
meeting documentation and minute-taking.

e Perform additional administrative and operational duties as required.



Position Requirements:

e Advanced proficiency in the Microsoft Office Suite, including Word, Excel, Outlook, PowerPoint,

and Teams.

Experience using Google Workspace applications, including Docs, Sheets, Drive, and Calendar.

Proficient in electronic payment processing platforms, including Moneris and Stripe.

Strong attention to detail with a high degree of accuracy in data entry and documentation records.

Excellent organizational, time management, and prioritization skills, with the ability to manage

multiple competing tasks and meet deadlines in a fast-paced environment.

Proactive problem-solving abilities with sound judgment and effective decision-making skills.

e Flexible and adaptable, with the ability to work days, evenings, and weekends as operational
requirements dictate.

e Passionate about supporting youth development through community sport and delivering
exceptional service to members and stakeholders.

e Eligible to obtain a Vulnerable Sector Police Information Check.

e Must be legally able to work in Canada

e Valid Class 5 driver's license with access to reliable transportation for travel to meetings, events,
and program locations as required.

Employment Details:

e Thisis a full-time position with regular business hours as the primary work schedule. Occasional
evening and weekend work will be required to support organizational events and operational
needs; therefore, flexibility in scheduling is essential.

e The office is closed during the annual Christmas holiday period and operates on reduced
business hours for a portion of the summer.

e Starting salary is commensurate with the successful candidate's qualifications and experience.
Vacation pay is paid on each regular pay period in accordance with organizational policy.

e Following the successful completion of a three-month probationary period, employees become
eligible to participate in the organization's Health and Wellness Spending Account program.

Additional Information:

EMSA North is a strong advocate of the team approach to undertaking projects and problem solving.
Knowledgeable professionals with the ability to communicate clearly with clients and team members and
execute and deliver the highest quality service should apply. We thank all applicants for their interestin
EMSA North, however only those candidates selected for an interview will be contacted.

Interested applicants are encouraged to email your cover letter and resume mirkag@emsanorth.ca.
No phone calls please, only those candidates whose background closely matches the opportunity
will be contacted for an interview. Submissions without these 2 items will not be considered.

Competition will close August 6, 2026

Thank you for your interest in EMSA North
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