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Youth Employment Opportunity
Administrative Assistant (Academic)
Job Description: 
The Academic Administrative Assistant will play a key role in preparing for The Thomas More Institute's 2026-2027 Academic Year. They will work closely with the Manager of Academic Affairs and Operations, supporting marketing initiatives, course materials preparation, and strategic planning to optimize fall enrolment. The student will serve as an active team member, contributing data and insights to regular staff and committee meetings to aid in the development and refinement of the Institute’s strategic academic policies and operational procedures. This role requires strong communication and digital skills, along with adaptability and problem-solving skills to address shifts in priorities and activities based on enrolment trends. 
Responsibilities: 

1. Promotional Content Creation and Distribution: Design and produce various promotional materials, including digital assets (social media posts), posters, and flyers, using creative approaches and appropriate digital tools. Coordinate the distribution of these materials. 
2. Community Outreach & Partnership Development: Actively participate in community outreach initiatives, including identifying and contacting new external organizations and helping to develop and nurture current institutional partnerships, demonstrating strong communication skills and the ability to adapt messaging for diverse audiences. 
3. Student Outreach: Conduct targeted outreach efforts (e.g., personalized emails, phone calls) to prospective participants to build awareness of the Institute and directly assist in increasing registration for the Fall 2026 term. 
4. Course Materials Preparation: Prepare and produce course reading packs in both digital and paper formats, applying strong technical and digital skills to manage various file formats and content requirements. 
5. Instructor and Student Communication: Prepare and distribute standardized communication packages to students and instructors, ensuring they receive timely and accurate information, as well as all required readings and course materials. 
6. Enrolment Monitoring and Survey Analysis: Generate regular registration reports drawing on basic problem-solving skills to identify patterns, provide actionable insights to track and monitor enrolment trends, and inform marketing strategies. Compile, organize, and assist in the analysis of participant surveys and student feedback to support continuous improvement in course design and delivery.







Requirements: 

· Experience with WordPress, Excel and Word; 
· Professional proficiency in English; French an asset; 
· Currently enrolled in a post-secondary degree; 
· Positive team player with excellent communication skills; 
· Applicant must be 30 years of age or younger when the job starts and a Canadian Citizen or permanent resident.


Details: 

Duration: 8 week summer position 
Schedule: 35 hours a week 
Salary range: $19/hour 
Location: Office based. 
Starting date: May 18, 2026 
Application deadline: May 5th, 2026


About the Thomas More Institute:
Founded in 1945, the Thomas More Institute is a Montreal-based non-profit dedicated to lifelong learning. We offer university-level, discussion-based courses in the liberal arts in a welcoming, community-oriented environment. Our programs bring together curious adults of all ages, many of them senior learners. Through both our core courses and our Seniors Outreach Program, we create spaces that foster critical thinking, meaningful connection, and a strong sense of purpose.


Commitment to Inclusion:
We are committed to fostering an inclusive and respectful environment where diverse perspectives are valued. We welcome applications from individuals of all backgrounds, including those from underrepresented communities, and strive to create an accessible, supportive workplace grounded in dialogue and mutual respect.



All applicants should forward their CV and cover letter to: info@thomasmore.qc.ca

We thank all interested applicants but please note only those selected for an interview will be contacted.

www.thomasmore.qc.ca 
3405 ATWATER AVENUE • MONTREAL, QC, H3H 1Y2
TEL.:514 935-9585    EMAIL: info@thomasmore.qc.ca
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