
 
 

 
JOB TITLE:   Office Services Coordinator 
HOURS:   8:30 a.m. – 5:00 p.m. 
DEPARTMENT:  Office Services, Guardian Capital Group Limited (“Guardian”)  
REPORTS TO:  Supervisor, Office Services & Facilities 
LOCATION:   Toronto, ON 
 
JOB STATEMENT: 

The candidate we are seeking will be responsible for providing reception relief and administration 
assistance, back-up for mailroom services and general office assistance to the departments within 
Guardian.  Punctuality is a prerequisite for effective performance in this position. The successful candidate 
will have initiative and a mature attitude.   
 
ESSENTIAL FUNCTIONS: 

 Acting as main Reception relief - answering telephone calls, booking meetings/meeting rooms, 
preparing packages for courier pick-up, and pre-registering and greeting visitors; 

 Setting up drinks in the meeting rooms and clearing up the room once the meeting is complete;  
 Placing catering orders for internal lunches and setting up/clearing lunches; 
 Keeping the kitchens tidy and emptying the dishwashers each morning; 
 Providing administrative assistance for various departments - binding presentations, filing, scanning 

and photocopying documents as required; 
 Acting as main Mailroom relief - picking up, sorting and distributing newspapers and mail in a timely 

manner;  
 Acting as Accounts Payable back-up and assisting with banking as required - completing deposit slips, 

depositing cheques, paying bills, mailing/couriering cheques and posting invoices in Multi-View; 
 Processing expense reports for senior Associates; and 
 Assisting Office Services and other departments with functions and projects as approved by the 

Supervisor, Office Services and Facilities. 
 
JOB SPECIFICATIONS: 

 High school graduate 
 Reception/general office experience required 
 Professional and polished presentation 
 Strong organizational and interpersonal skills  
 Proficient with Microsoft Outlook, Word, Excel and Multi-View     
 Ability to multi-task and work within pre-determined deadlines  
 Strong written and verbal communication skills 
 Ability to work independently as well as within a team environment 

 
COMPENSATION: 

Commensurate with experience  
 

If you are interested in applying for this position, please forward a cover letter and resume in confidence to hr@guardiancapital.com. 
 

Guardian Capital is committed to accessibility in employment and to ensuring equal access to employment opportunities for candidates, including persons 
with disabilities.  In compliance with AODA, Guardian Capital will endeavour to provide reasonable accommodation to persons with disabilities in the 

recruitment process upon request.  If you are selected for an interview and you require accommodation due to disability during the recruitment process, please 
notify the hiring manager upon scheduling your interview. 

 
We thank all applicants for their interest but only those selected for an interview will be contacted. 
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