
 

 

ADMINISTRATIVE COORDINATOR 

 

 

Contract Type:  Permanent 

Position Title: Administrative Coordinator 

Position Details: Full Time, 37.5 hours per week 

Location: 5657, 15th Side Road, Milton, ON 

Reports To:  Executive Director 

 
Looking for an opportunity to utilize your administrative skills to make a lasting impact on children and 

families?  Devote your career to The Darling Home for Kids and use your passion and energy to support 

medically complex children in our community.  

 

What our organization needs.  

Our Administrative Coordinator will be highly organized and efficient in managing all administrative aspects of 

a mid-sized charitable organization.  We are seeking someone who prides themselves on being detail-oriented, 

efficient and able to manage multiple competing priorities.  Providing executive level support to the Executive 

Director, this role requires someone who takes initiative, embodies professionalism and has strong 

communication skills.    

 

Join a team that is passionate about helping kids!  
The Darling Home for Kids is a place of joy and tranquility, filled with the smiles and laughter of children 

engaging in unique and enriching experiences.  Our organization provides respite, hospice palliative and 

residential care for children who are medically complex, many of whom depend on technology for daily living.  

 

When you join our team at The Darling Home for Kids, you are joining a group of passionate, committed and 

dedicated professionals who believe in our mission, and strive each day to provide an oasis of comfort and joy 

for our remarkable children.  We are a small team, joined with a common goal to dream big and create 

possibilities.  

 

Leave your mark on a charity unlike any other in Canada.  
Located in Milton, The Darling Home for Kids is Ontario’s first paediatric hospice and respite centre.  We are a 

state of the art facility providing essential care to families facing the daily challenges of caring for a child with 

complex medical needs.  We are the only organization in Canada to provide highly specialized paediatric 

hospice care, respite and residential services.  

 

Work in an environment that truly inspires!  
Leave your typical office space behind, and come and work surrounded by 77 acres of woodlands, in a space 

where smiles, laughter and comfort abound.  Eat lunch in a therapeutic sculpture garden, have meetings in our 

clubhouse or see relief in the eyes of parents in the family room as they benefit from your hard work.  The 

impact of your contribution to the team is just steps away on the faces of our children.  Inspiration will surround 

you! 

 
Responsibilities: 

 
Executive Support: 

 Provides executive level administrative support to the Executive Director in managing all facets of the 

organization. 

 Prepares various types of formal and informal correspondence on behalf of the Executive Director 

including meeting agendas, memos, letters, e-mails, reports, presentations, speeches and notes. 

 

 



 Supports the day to day efficient functioning of the office, including managing urgent priorities and 

answering and redirecting inquiries. 

 

Communications Liaison: 

 Manages communications by responding to requests, gathering additional information and referring to 

other team members as appropriate to ensure requests are addressed in a strategic, timely and 

coordinated manner.    

 Performs external and internal research and analysis, leveraging business acumen and writing, to create 

reports, presentations, speeches, letters and other documents for both internal and external use. 

 Assists with promotion of the charity’s online image with updates to the website and social media. 

 Conducts tours of The Darling Home for Kids for members of the community. 

 Supports the creation, production and distribution of communication materials; works with third party 

companies, as needed, to design and print materials. 

 

Meeting Coordination: 

 Arranges meetings based on predetermined schedules and attendee availability; coordinates logistics, 

and creates and circulates materials.  

 Records, transcribes, and distributes minutes of meetings. 

 

Records Management: 

 Maintains all electronic and paper records in an organized and efficient manner, and facilitates access to 

information and files. 

 Data management of operational targets, premises related metrics, donations, and other key deliverables 

as may be required; generates reports, ensuring accuracy.  

 Provides administrative support to our frontline operations; assists in the preparation of client charts, 

faxes referrals, confirms service dates with families, and performs routine internal audit checks. 

 

Project Coordination: 

 Supports the coordination of inspections, repairs and maintenance of the physical building. 

 Provides general administrative and project management support. 

 Provides administrative support to the team for the planning and execution of signature fundraising 

events, as well as home and community events. 

 

General Office Administration: 

 Acts as the administrative point of contact between the Executive Director, staff members, volunteers, 

donors and the general public.   

 Answers the telephone and greets visitors. 

 Manages the flow of information to members of the team; accepts deliveries, and sorts and distributes 

mail and correspondence.   

 Maintains office supplies by checking inventory levels, anticipating needs, evaluating office products 

and placing and expediting orders. 

 Ensures the effective operation of technology and office equipment by completing preventive 

maintenance requirements, troubleshooting malfunctions, and liaising with technicians for repairs. 

 Delegates and oversees the work of administrative volunteers. 

 

Other: 

 Adheres to the policies and procedures of The Darling Home for Kids.  

 Maintains the confidentiality of all children, families, volunteers and staff as well as organizational 

information; exercises discretion in providing access to information. 



 Adheres to the guidelines under the Occupational Health and Safety Act, including adopting safe work 

practices, reporting unsafe conditions and demonstrating a commitment to ensuring a safe work 

environment for all workers.   

 Participates in the Joint Health and Safety Committee and performs administrative functions to ensure 

compliance. 

 Performs other related duties as assigned. 

 

 

Qualifications: 

 Possess a college diploma with a focus on administrative functions. 

 5+ years of relevant work experience in an administrative or executive assistant role. 

 Demonstrated knowledge of general administrative office procedures and functions. 

 Excellent written and oral communication skills. 

 Superior computer skills including proficiency with MS Word, Excel, PowerPoint, Access and internet 

applications. 

 Strong interpersonal skills with the ability to build and cultivate relationships with donors, volunteers, 

families and staff.    

 Experience with project management 

 Excellent time management skills with a demonstrated ability to multi task and prioritize tasks 

effectively 

 A passion for detail and keen organizational skills. 

 Resourceful and takes initiative in completing tasks. 

 Proactive with an ability to anticipate needs. 

 Able to work independently with minimal direction but functions well in a team environment.  

 Working experience with a CRM database program. 

 Basic knowledge of Adobe InDesign and previous experience in graphic design considered an asset. 

 Work experience in healthcare, not-for-profit or government at the corporate-level considered an asset. 

 Flexible schedule is required to accommodate weekend and evening meetings and events. 

 Satisfactory Criminal Record Check with vulnerable sector screening. 

 

Compensation: Competitive salary and benefits commensurate with experience and skills.  Please indicate your 

salary expectations in a cover letter.   

 

To Apply:  Email your resume and cover letter Attention: Human Resources to careers@darlinghomeforkids.ca.  

We thank all applicants for applying.  Only those selected for an interview will be contacted.  No phone calls or 

visits, please.  The Darling Home for Kids is an equal opportunity employer, and will accommodate applicants 

with disabilities in the recruitment process. 

 

The Darling Home for Kids 

5657 15th Side Road   Milton, ON   L9E 0C8 

careers@darlinghomeforkids.ca 

www.darlinghomeforkids.ca 
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