
 

 

People & Culture Admin Assistant 
Full-time Position  
 

 

Who We Are 
Copperfin is Northwestern Ontario’s largest locally owned credit union, with locations in Kenora and 

Thunder Bay. Our number one priority is to advance the lives of the people and communities we 

serve. We have a desire to improve the lives of people who live in our community. We invest in our 

Members’ financial health and strive to ensure we’re offering them the best financial tools to reach 

their goals.  
 

About This Opportunity 
We’re looking for a responsible, motivated individual for the position of People & Culture Admin 

Assistant. This position will be in either Kenora or Thunder Bay, dependent upon the successful 

candidate.  

 

Reporting to the VP People & Culture, the Admin Assistant will be responsible as the “uber organizer” - 

helping our department elevate use of digital and efficient administration and coordination of 

functions that supports the People & Culture Team. Assists with the delivery and coordination of 

programs such as health and safety, learning and development, orientation & onboarding, reward 

systems and policy updates. Duties will include:  

  

➢ Assists P&C Coordinator with activities for Team Member recruitment including posting vacant 

job opportunities both internally and externally. Assists with setting up interviews and reference 

calls, and other duties as assigned.  

➢ Maintains all Team Member files to ensure they are current and moving to digital where 

possible. 

➢ Provides and maintains Team Member documentation and moving to digital where possible. 

➢ Supports the L&D Advisor with new Team Member onboarding process, where needed.  

➢ Maintains vacation scheduling, sick time and updating the out of office calendar. 

➢ Complies reports including but not limited to HR Metrics including absenteeism, headcount, 

FTE etc. 

➢ Assists with updating and maintaining human resource policies and practices. 

➢ Assists the L&D Advisor with coordinating training for Team Members, where needed.  

➢ Assists the L&D Advisor with maintaining up-to-date digital PLPs for all New Team Members and 

updates as required.  

➢ Maintains Team Members’ information on the intranet, active directory, org chart and 

emergency disaster plan etc. 

➢ Assist with coordination or planning of meetings, rollout presentations and training sessions 

while ensuring locations and meals are booked as required.  

➢ Perform other work duties as assigned.  

 

What We Are Looking For 
➢ Post-Secondary degree/diploma in Office Administration, Human Resources or Business.  

Equivalent education or experience may be considered.  

➢ Minimum of one year office admin experience is required.  Previous work experience in human 

resources and financial services/credit union industry preferred. Experience working in a 

unionized environment an asset.   

➢ Tact and ability to handle confidential or sensitive information is required. Time management, 

communication, organizational skills, self-management, ability to work under minimum 



supervision, Microsoft Suite/keyboarding, spreadsheets, problem solving, verbal and 

interpersonal skills and file maintenance/records management skills. 

 

 

About the Salary 
The salary range for this position is $41,523 to $48,851.  

 

Please submit your Resume and Cover letter by 5:00 p.m. on Wednesday July 6, 2022, to: 

 

People and Culture Team 

recruitment@copperfin.ca 

Copperfin Credit Union 


