
 
 
The Canada-Nova Scotia Offshore Petroleum Board (CNSOPB) is located in Halifax, Nova Scotia, and is 
the independent joint agency of the Governments of Canada and Nova Scotia responsible for the 
regulation of petroleum activities in the Nova Scotia Offshore Area.  
 

Administrative Assist ant/Receptionist 6 th Floor  
 
 
Reporting to the Director, Industrial Benefits / Manager, Administration, the incumbent is responsible for 
the following: 
 
�x Answer all telephone calls/greet visitors and direct to appropriate individual, or take messages as 

necessary. 
�x Coordinate incoming, outgoing, and internal mail and courier packages. 
�x  Make arrangements for meetings/events on the 6th floor (boardrooms, catering, teleconferences, 

etc.), including set-up and clean up of the Boardroom. 
�x Create and/or prepare and finalize correspondence, reports and various documents for 6th and 7th 

floor staff. 
�x Key operator of 6th floor office equipment (photocopies, fax machine, printer, etc.). 
�x Order stationery and kitchen supplies and maintain kitchen and supply room for the 6th and 7th floors. 
�x Make group travel arrangements as required, including booking flights and hotels. 
�x Back-up for Records Management Administrator / Technical Administrator as required 
�x Back-up for Industrial Benefits as required.  
�x Other duties, as required. 

 
The requirements include: 
 
�x Community College Diploma/Certificate, or equivalent work experience; 
�x Proficiency in Microsoft Office Suite (Word, PowerPoint, Excel, Outlook, and Access); 
�x Exceptional oral and written communication skills; 
�x Excellent interpersonal and organizational skills; 
�x Familiarity in handling confidential information; 
�x Ability to multi-task and prioritize.  
 
Compensation: Commensurate with qualifications 
 
Interested applicants can apply directly via CareerWorx at: 
http://log-ontechnology.com/careerworx/job133.php 
 


