Position:
Administrative Coordinator 
Start Date:
Oct. 1, 2008

Location: The University of Calgary, Faculty of Medicine, Calgary, Alberta

Description of the Position:  Working closely with the Project Leader of the Bioinformatics Platform (BIP III) and the Managers for the Bioinformatics Platform and the Four-dimensional Modeling of Genetic Disease Pattern Project (the 4D Project), the Administrative Coordinator is responsible for the following duties:

· Administration of the training component of the Bioinformatics Platform in collaboration with the Bioinformatics Project leader and the Bioinformatics Platform Principal Investigators;
· Website development, updating and maintenance for the Bioinformatics Platform and the 4D Projects; and,
· General support in regard to administration, operations and fiscal management requirements of the Bioinformatics Platform and the 4D Project
Qualifications:
The preferred candidate will have a background in website development and maintenance, administration and communications.  Graduation from a community college or technical institution in information technology (IT), computer graphics and website development or administration would prepare the candidate for the requirements of the position.    Demonstrated competency in Microsoft Office, including WORD, Excel and Powerpoint is essential.  Excellent time management skills will be required of the individual to effectively and efficiently deliver the multi-faceted responsibilities of the position.
Salary Range:
$40,000 - $50,000 per annum based on experience.  Genome Alberta offers a competitive benefits package including health coverage, pension plan, life and disability insurance.

Term:
The position is initially for approximately fifteen (15) months, with a strong probability for further employment, depending on renewal of funding.

Interested applicants should forward covering letter and resume to jhendrickson@genomealberta.ca
