
  

  

  

Career Opportunity 
ADMINISTRATIVE COORDINATOR 

(Part-time 2.5 days per week, Contract Ending January 31, 2022) 
Winnipeg, Canada 

 
Parkinson Canada is the voice of Parkinson’s disease in Canada. Our purpose is to transform the lives of 
people living with Parkinson’s. We do this through research leading to better treatments and 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. 
 
As Parkinson Canada employees, we believe in being: 
 Bold by embracing new ideas and confidently taking action. 
 Compassionate by striving always to walk in the shoes of those we serve. 
 Collaborative by working cooperatively with all stakeholders so that together we can achieve 

more. 
 Trustworthy by keeping our word and always doing what we promise. 

 
WHAT WE NEED 
We seek a candidate with strong administrative, communication, and customer/client service skills. The 
qualified candidate will demonstrate decision making capabilities including considerable judgment and 
independence to coordinate administrative and logistical support as required. The successful candidate 
will also be required to maintain confidentiality and interact professionally with colleagues, volunteers 
and the general public, while keeping our vision of a better life with a brighter future for Canadians 
living with Parkinson’s today, a world without Parkinson’s tomorrow. The Coordinator will work 2.5 
days or 17.5 hours per week based in our Winnipeg office. This is a 2 year, 4 month (28 month) 
contract position ending January 31, 2022.   
 
YOUR CONTRIBUTION 
As the successful candidate, you will bring your can do attitude to fulfill the following responsibilities: 
 
 Answer incoming calls and screen / refer calls in a timely and professional manner 
 Prepare letters of correspondence and emails as needed 
 Prepare bank deposits and supporting paperwork as per Parkinson Canada Finance Procedures 
 Process donations and code invoices as per designated budget codes 
 Update information in Raiser’s Edge as required 
 Maintain office and office equipment. Liaise with Parkinson Canada staff or service vendors as 

required 
 Maintain and order office supplies 
 Prepare meeting rooms and refreshments for internal meetings 
 Track incoming calls, e-mails and client visits as per Parkinson Canada procedures (i.e. Client 

Tracker/Raiser’s Edge during Community Coordinator’s absence) 
 Participate in team meetings and provide ideas for improving administrative functions 
 Support education and fundraising events, i.e. annual conference, SuperWalk, Corporate, Third 

Party as required ensuring their success 
 Participate in quarterly Parkinson Canada Manitoba Team meetings and Parkinson Canada 

functional team/all staff meetings as requested 
 With members of the Parkinson Canada Manitoba Staff Team, plan and deliver an 

appreciation/stewardship event for volunteers and donors 



  

  

 
WHAT IS NEEDED TO SUCCEED IN THIS ROLE 
 
 A minimum of 3 years administrative experience 
 A diploma or certificate in administration is preferred 
 Past experience with a health charity or community based not for profit is a strong asset 
 Experience recruiting and working with volunteers 
 Computer proficiency in relevant Microsoft Office programs including intermediate knowledge 

of Excel, PowerPoint, Word and strong working experience with Raiser’s Edge is an asset 
 Strong customer service skills are required  
 High degree of integrity with the ability to maintain confidentiality and deal with sensitive 

information in a professional manner 
 Good judgment with a strong attention to detail 
 Excellent organizational, interpersonal and communication skills 
 Superior problem solving skills 
 Demonstrated ability to work independently and as a member of a team 
 Ability to manage multiple tasks/projects and work well under pressure in a fast paced 

environment 
 Ability to take directions and be flexible to changing priorities 
 Flexible work hours are required during peak times 
 A valid driver’s license with access to a vehicle is preferred 
 Ability to travel as required 
 Bilingualism (French and English) is an asset 

 
Join a team that celebrates diversity and inclusion and values work-life balance. If you are an 
administrative professional interested in joining a dynamic team that makes a tremendous difference in 
the lives of Canadians living with Parkinson’s, then this role is for you! Please send your résumé in 
confidence, stating salary expectations by 5:00 p.m. CDT on Thursday, September 5, 2019.  

 
Human Resources 
Parkinson Canada 

4211 Yonge Street, Suite 316 
Toronto, Ontario M2P 2A9 

E-mail: human.resources@parkinson.ca 
Please quote Reference #ACM-0819 

 
 
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. 
 
Please note that the successful candidate will be required to pass a standard Criminal Record Check. 
 
 
 
 


