
Internal/External 
ST. THOMAS PUBLIC LIBRARY 

 
has an opening for the following 

position: 
 

ADMINISTRATIVE COORDINATOR 
Posting #12-22-22 

 

This position is under the direction of the Chief Executive Officer of the Library Board. This position 
performs confidential administrative duties, maintains the financial records of the Library, is 
responsible for the maintenance of the payroll and benefit plans of employees, the supervision of 
routine facility operations, corporate health and safety, and general office duties. 

 

EDUCATION QUALIFICATIONS AND EXPERIENCE: 
Two-year community college diploma in Business/Accounting, office administration, finance, public 
administration or related discipline, plus three years related experience. Supervisory experience is 
an asset. Must demonstrate advanced proficiency with word processing and spreadsheet programs. 
Must demonstrate proficiency with e-mail programs (including calendar functions), presentation 
programs such as PowerPoint, and document management programs such as SharePoint and/ or File 
Pro. Must possess excellent communication and organizational skills. Thorough working knowledge of 
administrative processes and protocol, records management practices, general office equipment 
operation, and accounts management. General knowledge of library functions, 
organizational/governance structures, legislative framework, and the public sector an asset. 

 

The above is illustrative and not all inclusive. A detailed job description can be found on the City’s 
website at www.stthomas.ca, under Employment. 

 

REMUNERATION RANGE: Range: $53,299.78 - $66,648.59 working a 35 hour work week 
 

Interested applicants are invited to apply by submitting a detailed application or resume outlining 
skills, qualifications and experience, *quoting job posting number 12-22-22, in confidence to: 

 
Heather Robinson- Library CEO 
153 Curtis Street 
St. Thomas, ON N5P 3Z7 
Email: hrobinson@stthomaspubliclibrary.ca 

 

Applications must be RECEIVED by 4:00 p.m., Friday, January 13, 2023 
 

NOTE: Please quote Job Posting No.: 12-22-22 in the subject line. Failure to include the job posting 
number may invalidate your submission. Although we appreciate all applications received, only those 
selected for an interview will be contacted. Personal information for this position is collected under 
the authority of the Municipal Act, R.S.O. 2001, as amended. 

 
Accommodations are available for all parts of the recruitment process. Applicants need to 
make their needs known in advance. 
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