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Academic Administrative Assistant 

Type of Position:   Support Staff (Full-time, but negotiable to 0.8 time) 

Reports to:  Rianne Quiring, Associate Registrar 

Direct Reports:  Student Tech Assistants  

Start date: Early May 

 

Job Purpose Summary 

To provide administrative support to the Registrar’s Office and Academics Office, including 
onsite secondary technical support for livestreaming courses. 

About HCS 

Horizon College & Seminary (HCS) is an evangelical Christian leadership college, and 
Canada’s first theological college to offer Competency-Based Education at the undergraduate 
level. Located in Saskatoon, one of Canada’s fastest growing cities, HCS is entering into multi-
denominational partnerships. Anticipating growth, HCS moved into a new building in 
January 2021. 
 
HCS is a professional, evangelical-Christian workplace that seeks to advance God’s Kingdom 
by preparing competent Christian leaders for Spirit-empowered life and ministry.  HCS 
employees share the responsibility to create a workplace that models the professionalism 
and Christian beliefs, values, and behaviours that are in keeping with HCS’s mission and the 
HCS Code of Conduct. 
 

Qualifications 

• Strong organizational and problem-solving skills. 
• Ability to perform duties with utmost confidentiality and professionalism. 
• Proven self-initiative in work performance. 
• Proficiency with computers including Microsoft Office, MS Excel and database 

software. 
• Technical skill or willingness and aptitude for learning to use video software  OBS, etc. 
• Excellent written and oral English communication skills. 
• Previous administrative experience  

 

Key Responsibilities 

• Support HCS’s mission of advancing God’s Kingdom by preparing competent Christian 

leaders for Spirit-empowered life and ministry. 

• Participate in regular staff and other committee meetings. 

• Regularly attend and maintain membership in a local church. 

https://www.horizon.edu/college/cbe/
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• Minute taking in various meeting contexts such as faculty meetings, staff meetings, 
and curriculum committees. 

• Admissions support for college and seminary: 
o Application follow-up, tracking progress, prepare for review by Admissions 

Committees. 
o Updating and creating forms as needed. 
o Communication with recruitment. 
o International inquiry follow-up. 

• Prepare transcripts upon request. 
• Filing. 
• Assist with graduation preparation and convocation ceremony.   
• Administration on our Learning Management Software (Populi). 

o Input student information and maintain accurate student lists. 
o Administer course instances, reports, status updates, tags, tracking, etc. 

• Administration of the College’s academics database (Engage). 
o Input new students, faculty, and schedule courses by term. 

• Calendar maintenance – HCS Institutional Calendar and Zoom Calendar. 
• Schedule Zoom meetings for courses. 

o Schedule Zoom courses in online calendar. 
o Create Zoom meetings. 
o Provide Zoom and video on demand (VOD) links for faculty to put on their 

Populi courses. 
• Format and update course schedules. 
• Maintain academic college and seminary student handbooks. 
• Organize class VOD recording library regularly.  
• Oversee, hire, and schedule Student Tech Assistants. 

o Record and submit hours logged by-term. 
o With the assistance of our IT specialist, train Student Techs to respond to in-

class technical issues and associated tasks. 
• Secondary technical support for livestream courses. 

o Be prepared to field Zoom questions and troubleshoot for faculty and student 
techs.   

• Other administrative tasks as requested. 
 

HCS Mission 

Advancing God’s Kingdom by preparing competent Christian leaders for Spirit-empowered 
life and ministry. 

HCS Vision 

Horizon College & Seminary is pioneering fresh models of Christian higher education, aiming 
to be Canada’s preeminent, multi-denominational, competency-based Christian leadership 
college. 

HCS Values 

1. Dependence: We submit to the Word of God lived out by the power of the Spirit in 
authentic relationship with Jesus Christ and one another. 
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2. Community: We honour, encourage, challenge, and are accountable to one another as 
Jesus modeled for us. 

3. Competency: We aspire always to give our best, serving faithfully with diligence, integrity, 
and professionalism. 

4. Development: We invest in intellectual, spiritual, and professional growth.          

 

Applications  

To apply, please submit the following:  
• Cover letter  
• Resume 
• Reference information: Note the names, phone numbers, and email addresses of three 

references, including a pastor at your current church.  
 
Applicants should submit their application package, preferably in PDF format, by email to the 
attention of Dr. Harry Strauss at assistant@horizon.edu. Please note “Academics 
Administrative Assistant Application” in the email subject line.  
 
All materials must be received by April 14 for full consideration. Additional information 
may be requested at a later date.  
 
All qualified candidates are invited to apply; however, Canadian citizens and permanent 
residents of Canada will be given priority. 


