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Dea r Me mbe r s,

Remember:
We always welcome
suggestions, questions, and volunteers!

We a re se nd in g out th is spec ial e di ti on of the P re si de nt ’ s Newslette r t o spre ad t he
wor d a mon g me mbe r s a nd b e yon d ou r me mb er shi p that th e Ta ntr a mar Seni or s ’
C ol le ge i s sea rc hin g f or a n ew TSC C oor di nat or, in a ntic ipa ti on of He ath er
Pat ter son ’ s reti re me nt fr om the p ositi on.
Th e a d ve rt ise men t f or th e p osi ti on ha s b een pla ced in th e ma jor c on ve nt i onal me dia
ou t let s a nd in va ri ou s social med ia sou rce s. The a d ve rti se men t an d t he deta iled job
d e scr ipt i on f or t he TSC Coor d i nat or ar e b ot h i ncl ude d b el ow, f or the in f or mati on of

Tantramar Seniors’ College
PO Box 6324
Sackville, NB E4L1G6

me mbe rs an d oth er s wi th wh om you ar e ac qua int ed a nd wh o mi ght be i nte re ste d i n

Phone: 506-364-2780

Th e d ead lin e f or ap pli cation i s Feb rua r y 2 9, 20 16, an d we a re h opi n g t o ha ve

E-mail:
tsccoordinator@gmail.com

a pp l yi n g f or the p ositi on .

some on e i n place b y ea rl y Ap ri l.
B er kele y Fl e min g
Pr e sid ent , TSC

Coordinator’s Position
Job Ad
The Tantramar Seniors' College invites applications for the term position of part-time Coordinator.
This position, based in Sackville, N.B., provides administrative and coordination support to the
TSC President, Board of Directors, and four Regional Committees by managing membership, coordinating registration, transmitting information, facilitating Board and committee work, and
keeping College records. Hours of work vary from week to week, with an average of 15-20 hours
per week, and at an hourly rate of $18. A certain amount of travel within the region will be necessary, especially during registration periods, so possession of a suitable vehicle would be an asset.
The Tantramar Seniors’ College Inc. is an incorporated, non-profit organization. It is a volunteer,
seniors-governed, locally operated, and membership-based organization providing non-credit
courses for all seniors. The purpose of the College is to enhance the quality of life for seniors in
southeastern New Brunswick and northwestern Nova Scotia by providing peer learning educational opportunities in a comfortable and affordable environment.
It is hoped that the individual selected would be able to play a significant role in Spring Registration, during the week of April 11, 2016, and would continue to work alongside the current coordinator for a brief transition period, after which the new coordinator would assume the full range of
duties and responsibilities associated with the position.

Résumés should be sent to the Tantramar Seniors’ College, Box 6324, Sackville N.B. E4L 1G6 or
tsccoordinator@gmail.com, before February 29, 2016. Further information, including a detailed
job description, may be obtained from the President, Berkeley Fleming, at:
theflemings@eastlink.ca.

Job Description - Coordinator
This part time, term position provides administrative and coordination support to the TSC President, Board of
Directors, and Regional Committees by managing membership, coordinating registrations, transmitting information and keeping College records. The Coordinator reports to the President of the College.
Duties and Responsibilities
Receives a list of approved courses for the upcoming semester from the four Regional Committee Chairs
Disseminates course information received from the Regional Committee Chairs
Keeps a record of course changes, cancellations, and complaints
Prepares and distributes lists of course participants to instructors
Advises Regional Committee Chairs when courses are full and advises members when their course registration requests cannot be filled
Works with Regional Committees to ensure that arrangements are made for all registration activities
Reports information about registration to the Board
Manages the College database by inputting membership payments and registrations
Receives and accepts course registration forms
Accepts membership fees and prepares receipts for membership
Reconciles membership and registration forms with related revenue and deposits revenue in bank
Monitors voice mail, e-mail, and postal mail, and responds to or forwards inquiries as appropriate
Receives all bills and revenue (grants, registration fees, donations) and ensures that the Treasurer has the
information so that he/she can write cheques for bill payments
Deposits revenue
Issues official income tax receipts
Mails out all payments
Tracks the hours of employees (including her/his own) and submits them to the Treasurer
Sends out President’s newsletters via e-mail and post, as necessary
Submits information on registration dates and date, time, and place of the AGM to the media
Creates and submits advertisements for the Annual General Meeting and registrations
Maintains all records and documents of the College
Attends all Board meetings, takes minutes, and distributes minutes to Board members
Maintains the college website and ensures that current and accurate information is uploaded to the website
Maintains the college Facebook page, posting interesting information, notices and photos as deemed appropriate
Performs other tasks as might be assigned by the President or Vice-President
Qualifications

A high degree of proficiency in using computers and email, and competency in software such as Word,
QuickBooks, Excel, and PowerPoint
Typing Ability
A driver’s licence and access to a vehicle
Initiative, flexibility, adaptability, and strong organizational skills
Excellent communication skills, both written and verbal
Strong interpersonal skills
The ability to work independently and as part of a team
A clear understanding of seniors’ issues

Lesley and John Read presenting on their travels in Australia in the Sackville Travellers’ Tale course, January 2016.

Spring Registration 2016
April 11—Sackville
April 12—Amherst
April 13—Codiac
April 14—Shediac
A Word from Our Coordinator...
I have so enjoyed my four years as Coordinator of the Tantramar Seniors' College that I just want to add
a short note to thank-you all for the wonderful friendships, team work, and fun that we've had. I never
cease to be amazed and impressed by the energy and commitment so many of you have demonstrated.
Each term the Regional Committees bring forward such wonderful selections of courses and this makes
the College work. I look forward to seeing many of you in the classes I will now have time to enjoy!

