
 

 

 

We’re hiring a Human Resources Assistant 

Regular excluded full-time position (35 hours per week) based in Squamish  

Sea to Sky Community Services (SSCS) is one of the largest non-profit organizations in the Sea 

to Sky Corridor, operating for over 42 years. We provide more than 40 programs that are 

building healthier communities in pursuit of our vision, for all individuals in the Sea to Sky 

Corridor to have opportunities to grow, develop and lead meaningful lives. 

The Human Resources Assistant reports to the Director of Human Resources and is responsible 

for providing a broad range of clerical and administrative support to the Human Resources 

department which includes and is not limited to the following areas: recruitment, orientation, 

benefits administration, payroll, training, health and safety and Labour Relations.  

The Manager is a contributing member of the SSCS Management Team.  

This position assists to promote a positive, vibrant and healthy workplace culture. 

Education/Experience 

 A diploma in Human Resources or related field; 

 Two years recent related experience in human resources/administrative experience;  

 Or an equivalent combination of education, training and experience.  

 

Skills and Abilities 

 Strong oral, written and interpersonal communication skills. 

 Well-developed planning, organizing and administrative skills.  

 Strong attention to detail. 

 Familiarity with payroll procedures. 

 Ability to take initiative, handle priorities and manage workload while multitasking, and 

conforming swiftly to changes. 

 Familiarity with the accreditation process and quality assurance practices. 

 Attitude and values which are compatible with the Vision, Mission and Values of SSCS. 

 Demonstrated abilities using Microsoft Office (Word, Excel, Outlook) and data base/payroll 

system experience.  

 

This excluded position offers a good salary and generous benefits package, including 

extended health and dental, and group life and accidental death and dismemberment 

insurance. This role may require some travel in the Sea to Sky Corridor. 

 

Email your resume and cover letter to:  jobs@sscs.ca  

Responses will be made to those who are interviewed only. 
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