
 

Pan Am erican Silver was created with the intent ion to provide investors with the best  vehicle 
to gain exposure to higher silver prices. Our vision is t o be the world’s pre-em inent  silver 
producer, with a reputat ion for excellence in discovery, engineering, and sustainable 
developm ent . Pan Am erican Silver has several underground and open pit  operat ions in 
Canada, Mexico, Guatem ala, Peru, Chile, Brazil, Bolivia, and Argent ina.  
 
Pan Am erican Silver is com m it ted to advancing diversity and developing inclusive leadership 
team s that  are representat ive of the com m unit ies we serve. The Com pany provides equal 
opportunit ies to all persons regardless of age, colour, nat ional origin, physical or  m ental 
disabilit y, race, religion, creed, gender, sex, sexual orientat ion, gender ident it y and/ or 
expression or any other characterist ic protected by federal, provincial, or local law. 

 
Adm inist rat ive Assistant  

Report ing direct ly  to t he Office Manager, the Adm inist rat ive Assistant  will be the first  
im pression of Pan Am erican Silver as they greet  our guests, em ployees, Directors and 
cont ractors. The successful candidate will be responsible for  recept ion, em ployee engagem ent  
program s, general office dut ies and support  to t he m anagem ent  t eam , collaborat ing regularly 
with the other adm inist rat ive staff.   Located in our Vancouver head office, this posit ion 
requires full- t im e office at tendance and cannot  be perform ed at  hom e. 

Major Responsibilit ies: 

RECEPTI ON 

Set t ing the first  im pression of our com pany to all who arrive through our front  door, the 
Adm inist rat ive Assistant  will receive Directors, staff, guests and cont ractors alike in a 
welcom ing m anner, providing am enit ies and assistance as required. All phone calls will be 
answered prom pt ly in a calm  and professional m anner. All voicem ails and em ails will be 
responded to prom pt ly.  

OFFI CE MAI NTENANCE 

The Adm inist rat ive Assistant  will prim arily be responsible for ensuring the upkeep of our office 
space, including the regular t idying and stocking of our kitchens, m eet ing room s and supply 
room s.  They will schedule and oversee service providers for  the m aintenance and repairs of 
the office facilit ies and equipm ent . They will also be responsible for  the inventory and 
purchasing of office and breakroom  supplies. 

ADMI NI STRATI ON 

The Adm inist rat ive Assistant  will support  all departm ents of the Corporate Head Office in a 
variet y of adm inist rat ive funct ions, including but  not  lim ited to:  

• Answering phones and accept ing deliveries. 

• Monitoring the fax m achine. 

• Screening the em ail info inbox and dist r ibut ing m essages appropriately. 

• Post ing, receiving and dist r ibut ing m ail and courier deliveries. 

• Updat ing addresses and contact  inform at ion for  the Com pany Directory. 

• Assist ing with docum ent  m anagem ent  and file storage. 

• Scheduling and coordinat ing m eet ing room s. 



 

• Preparing expense and credit  card reports.  

• Other related project s t hat  m ay arise. 

EVENT PLANNI NG 

The Adm inist rat ive Assistant  will support  corporate and departm ent  event  planning, logist ics 
and scheduling as required, including catering, hotel bookings and t ravel.  This includes 
coordinat ing when necessary with counterparts in our regional offices in Argent ina, Bolivia,  
Brazil, Canada, Chile, Guatem ala, Mexico and Peru. 

The Adm inist rat ive Assistant  will m anage em ployee engagem ent  and plan social celebrat ions,  
including sending announcem ents and gift s for special occasions. 

 

Qualif icat ions: 

• High school diplom a or post -secondary educat ion or equivalent .  
• Minim um  2 years’ exper ience in a related posit ion. 
• Addit ional cert ificat ion or recognized learning that  support s the funct ion of this j ob. 
• St rong custom er service skills.  
• Excellent  people skills and team work skills.  
• St rong self-m ot ivat ion and an expert  m ult i- tasker who is highly organized. 
• Crit ical thinking skills.  
• Excellent  verbal and writ ten com m unicat ion skills.  
• Com petency with Microsoft  Office Suite program s and typing abilit y.  
• Willingness and abilit y t o learn skills t o enhance job perform ance. 

Other beneficial sk ills ( not  explicit ly required) : 

• Abilit y to speak Spanish and/ or Portuguese. 
• First -aid level 2 with AED cert ificate. 

Salary range:   

• $50,000-$52,000, plus com pet it ive benefit s package 

Job Types:  

• Full- t im e, Perm anent  
 

I nterested candidates please apply in confidence to hr@panam ericansilver.com .  

We thank all applicants for  showing an interest .  Only candidates under considerat ion will be 

contacted. 
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