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Administrative Coordinator 
Canadian Association for Suicide Prevention (CASP)
Toronto Region (Hybrid, Part-Time – 21 hours per week)

About the Canadian Association for Suicide Prevention

The Canadian Association for Suicide Prevention (CASP) is a national non-profit and registered charity on the forefront of suicide prevention, intervention, postvention, and life promotion in Canada. CASP envisions a Canada without suicide and a world in which people enjoy a high quality of life, live long and well, act with social responsibility, and remain optimistic about the future. To learn more about CASP, visit our website: https://suicideprevention.ca/ 

Position Summary

CASP is seeking a dynamic Administrative Coordinator (part-time) to support the organization’s administrative and operational excellence. Working collaboratively within a small, dedicated team, the Administrative Coordinator will help strengthen CASP’s impact in a hybrid, flexible environment. Reporting directly to the Executive Director, this role provides vital operational support to CASP’s staff and Board of Directors to ensure the organization runs smoothly and efficiently. This is a part-time (21 hours per week) hybrid position, involving both remote and periodic in-person work in the Toronto region.

About the Role

As CASP’s Administrative Coordinator, you will play a vital role in keeping our organization running smoothly while supporting our mission to prevent suicide and promote life across Canada. You will help ensure our systems, people, and programs are well connected and effective in a hybrid work environment.

1. Keep Our Digital Systems Running Smoothly: Support the coordination and maintenance of the digital tools that keep our national team connected and productive.
· Coordinate CASP’s Microsoft 365 and SharePoint environment, including permissions, document libraries, troubleshooting, and workflow updates.
· Maintain the organization’s websites, online store, and social media presence to ensure seamless e-commerce, invoicing, event registration, and content updates.
· Maintain organized digital filing systems and branded templates (letters, presentations, forms) to ensure CASP’s communications are professional and consistent.
· Research and coordinate the purchase of tools, technology, and resources to support daily operations and events.
· Edit and prepare event videos for publication, ensuring quality and accessibility.

2. Support Financial and Operational Excellence: Contribute to accurate and efficient financial and operational processes.
· Contribute to accurate and efficient financial and operational processes.
· Perform basic bookkeeping tasks, including recording financial transactions and maintaining accurate financial records.
· Assist with payroll preparation and processing, ensuring timesheets and related documentation are accurate and submitted on time.
· Review and organize invoices and receivables, applying accurate GL codes.
· Reconcile bank and Visa statements to confirm that all transactions are properly documented.
· Review and submit expense claims and donation receipts for approval and processing.
· Provide documentation and file preparation support during the annual audit.
· Coordinate end-to-end ribbon sales and fulfillment activities, including quoting, invoicing, packaging, and delivery.
· Respond to general inquiries and incoming mail with professionalism, empathy, and care, especially when handling sensitive correspondence.
· Coordinate procurement of office supplies, technology, software subscriptions, and event materials, and support vendor documentation and payments.

3. Support Our People and Volunteers: Help foster a positive and organized experience for staff and volunteers.
· Coordinate employee group benefits, assist with renewals, and support onboarding and offboarding tasks.
· Post job openings, prepare offer letters, and maintain the internal HR guide.
· Support volunteer onboarding by collecting documentation, maintaining role descriptions, and ensuring all volunteers are oriented and supported.

4. Bring Our Events and Donor Efforts to Life: Assist in planning and delivering events and engagement activities.
· Coordinate event logistics, including online registration, platform setup, communications, surveys, and post-event reporting.
· Support speakers and presenters with agreements, expense submissions, and technical setup.
· Coordinate donor recognition and gift fulfillment, including plaques and thank-you gifts that reflect CASP’s appreciation and values.

5. Ensure Quality and Support Our Leadership: Provide coordination and quality assurance across CASP’s organizational activities.
· Prepare and distribute Board meeting materials and minutes, and assist with board recruitment processes.
· Support the preparation of internal and external reports and presentations, ensuring clarity, accuracy, and visual consistency.
· Review documents and plans developed by team members, providing feedback to maintain CASP’s high standards of quality and care. 

Qualifications and Skills
· Strong written and verbal communication skills
· Excellent organizational abilities with attention to detail, accuracy, and follow-through
· Proven ability to coordinate multiple priorities and meet deadlines in a dynamic environment
· Experience providing administrative or operational support, ideally in a nonprofit, charitable, or mission-driven organization
· Proficiency with office administration systems, Microsoft 365, and digital collaboration tools; familiarity with website maintenance is an asset
· Basic bookkeeping and payroll coordination experience (or related financial recordkeeping) is an asset
· Relevant education (eg. Office Administration certificate) and minimum 1 year experience in administration, coordination, or operations
· Comfortable working both independently and collaboratively within a small team

Work Environment

The successful candidate will be based in the Toronto region and will work in a hybrid environment. This position requires periodic in-person meetings and collaboration in a shared workspace located in downtown Toronto.

How to Apply

Interested candidates are invited to submit a CV and Cover Letter addressed to Andrew Perez, Executive Director, CASP, via aperez@suicideprevention.ca. 
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