
 

 

 

 
Posting #E030-20 
Director of Administration                      
Lookout Housing and Health Society – New Westminster, BC 

Lookout Housing and Health Society is a charitable organization and social safety net that provides housing and a 
range of support services to adults, with low or no income, who have few, if any, housing or support options. As the 
people we serve have challenges meeting basic needs and goals, we place minimal barriers between them and our 
services. We believe that helping people help themselves is essential in addressing homelessness and all the issues 
that surround it. Securing appropriate housing is the first and most essential step in achieving responsible 
independent for individuals. For more information about Lookout, please visit www.lookoutsociety.ca 

Position Summary 

Reporting to the Chief Financial Officer, this position is a member of the Executive Leadership Team, the most senior 
level of staffing of the Society.  Reporting to the Director of Administration, is the Administration Manager, Property 
Management, and I.T. Administrators who operate services for Lookout Society across the province.  This position 
has a thorough understanding of property management, administration, and Information Technology services with 
exceptional communication and public relations skills. The successful applicant is an action-oriented individual 
ready to roll up their sleeves and get involved where necessary to support and drive organizational excellence.  

Key duties and responsibilities include initiating, developing, planning, design and delivery of Lookout’s Housing and 
Health Services to vulnerable adults.  The Director ensures all clients receive the appropriate service; that the goals 
and philosophy of the Society and programs are met; maintains a minimal-barrier, open door service to adults who 
are disenfranchised from other services.  The Director will monitor the finances, scope and quality of the programs 
to ensure they operate in accordance with approved criteria, maintain and report out on statistics and services, 
ensuring all regulations including health & safety are met.  The Director will liaise with the neighbourhood and the 
service community and deal with the public, other service agencies, government officials and professionals. 

Qualifications: 

 A degree from a recognized post-secondary institution in a related field is required or a combination of 
education and equivalent experience 

 Five (5) years’ experience working in a non-profit environment at a senior level  

 Experience with policy management (PLEAS), archive management, property management (HRIS) an asset 

 Experience with Data and Risk Management 

 Experience with licensing, and contract negotiations 

 Must have valid First Aid Certificate and must pass a vulnerable sector Criminal Record Check  

 Class 5 Drivers’ License and Vehicle 

Skills and Abilities: 

 Collaborative approach to delivering and developing programs, social enterprise development and 
services 

 Proven ability to manage and lead a staff team in a unionized environment 

 Demonstrated experience managing administration budgets and delivering reports 

 Strong time management skills with the ability to organize and manage workload with multiple priorities 

 Effective communication and conflict resolution skills 

 Strong reporting, organization and computer skills 
 

Please email a cover letter and resume expressing your interest in this opportunity to:  
terri.mackay@lookoutsociety.ca  by October 1, 2020 

 

Please note only shortlisted candidates will be contacted for an interview. 

http://www.lookoutsociety.ca/
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