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Sonrise Christian Academy is a non-denominational elementary Christian school and is located in Picton, Ontario.  
We offer instruction to children from Junior Kindergarten to grade 8. 
 
Sonrise Christian Academy has a position available for:  Administrative Assistant (Secretary) 
 
Sonrise Christian Academy is seeking applicants for an Administrative Assistant position commencing August 2015.   
The successful candidate will be organized, self-motivated, and efficient with a warm and welcoming disposition.  
Experience working with Microsoft productivity tools Word, Publisher, and Excel are a requirement.  This individual will 
report directly to the principal. Preference will be given to those with prior office experience.  The position will be part 
time 25 hours a week for the 10 month school year plus an additional week before and after school.  The hours will be 
8:30 – 1:30 Monday to Friday. Additional hours maybe required as deemed necessary by the principal.  
 
Job Requirements and Responsibilities may include but are not limited to: 
 
Hospitality: 
 
receiving of guests and parents, answering phones and calling parents, helping other staff members or committee 
members related to their administrative needs (mail distribution, payments, registration, ordering supplies), helping 
students (first aid, medications), knowledge of basic office procedures and machines, custodial type duties as required 
throughout the day. 
 
Office Files and Home and School Communications: 
 
working with confidential information such as student files, official forms, government reporting,  correspondence; 
preparing weekly memos and monthly calendars, organizing parent/teacher interviews. 
 
Office/Site Management: 
 
Maintenance of Health and Safety supplies, development of student and donor database,  tech support (including back‐
ups), management and ordering of supplies/books, rentals 
 
Financial Clerk and Bookkeeping: 
 
Accounts payable, petty cash fund, class trip and hot lunch accounts, entering and receipting of tuition and donation 
income, government filings 
 
All resumes are to be received no later than April 15th, 2015. Please send all resumes including a personal statement 
of faith and references to:     Sonrise Christian Academy  
 
c/o Mr. Brian Vanderniet (Board Chair)  58 Johnson St, Picton, ON K0K 2T0 


