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OFFICE MANAGER POSITION

PERMANENT FULL-TIME
The HIV & AIDS Legal Clinic (Ontario) is a registered charity and poverty law clinic serving the legal needs of low-income people living with HIV/AIDS across Ontario. We provide free legal representation to eligible individuals, summary legal advice to the general public, public legal education workshops on request, and we participate in law reform and community development activities designed to improve the lives of people living with HIV/AIDS. The clinic has a full-time staff complement of seven. Visit our web site for more information about the clinic at www.halco.org. 

The Office Manager Position

Our current Office Manager, Rick Lobodzinski, is moving laterally to another position within the clinic. 
The Office Manager is accountable to the Executive Director and is responsible for:

· Maintaining the physical premises of the clinic;

· Managing the clinic’s finances;
· Managing the clinic’s filing and other office systems;

· Supervising the clinic’s support staff / receptionist;

· Attending meetings of the clinic’s Board of Directors and providing administrative support for the Board;

· Maintaining the clinic’s employment records and managing benefits claims; and

· Preparing reports and applications for funders.
Salary range: $45,518 to $49,857 depending on legal clinic experience.
Candidates should demonstrate:

· Post-secondary education;
· Excellent written and oral skills;
· A superior capacity for financial and detail-oriented work;

· An interest in social change movements;

· A high degree of professionalism and integrity;

· Knowledge of HIV/AIDS and affected communities an asset but not required; and
· Knowledge of poverty law an asset but not required.

Deadline:

Interested candidates are asked to submit résumés by 12 noon on December 15, 2006 via mail or fax to:

Ruth Carey, Executive Director
HIV & AIDS Legal Clinic (Ontario)

400 - 65 Wellesley Street East

Toronto, ON    M4Y 1G7

Tel: (416) 340-7790; 1-888-705-8889

Fax: (416) 340-7248
Candidates from traditionally disadvantaged groups are encouraged to apply.
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