WRA is Hiring
Position: Office Secretary/Administrator

Please send Resumes and References to Info@wrarodeo.com

This position is responsible for all of the WRA Administration/Accounting.
From March to September is considered full time Monday to Friday ( min. 30 hrs / week)

General Responsibilities & Duties:
Must be very organized and able to multi task

e Public Relations —Answering WRA Office Phone in a timely manner is very important.
e Draft and respond to emails and correspondence.
e Accounting —Maintain Financial records, file GST, bank reconcilation, rodeo payouts, prepare budgets.
e (Casino: keep accurate records.
e Organize monthly meetings and maintain minutes and update Rule Book as per AGM minutes
e Work with other personnel updating social media platforms
e Website: Update Regularly, work closely with our website host/IT.
e Memberships:
o Handle all levels and aspects with membership processing/inquiries.
e Responsible to keep accurate detailed Reports: Results, Payouts, Standings in all WRA events. Update Website
on a regular basis.
e Sponsorship: Update Website with Sponsors as received from Sponsorship Coordinator.
e Setting Up Rodeos:
o Preparing Rodeo Schedule ensuring all rodeo details are on the website.
Set up Entry Days, communicate with rodeo committees and local entries and Stock Contractors.
Do Rodeo Draws and Post. Answer all trades/turn out inquirries
Prepare Rodeo Packages to be sent to Rodeo Secretary
When rodeo package is returned to office: Proof all judges cards, proof balance sheet, send out
applicable fines, do bank deposits, post results on website. Send results to CPRA and any co approved
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rodeos.
o Rodeo Payouts — prepare Payout, proof payout and send etransfers

e Finals:
o Must attend, organize office/set up for finals. Maintain results and payout daily at finals, have all
appropriate draw sheets for judges, announcers, stock contractors, etc. Work long days.

SKILLS:

e Good knowledge of: Microsoft Office: Word, Excel (Google Sheets w/formulas, Pivot Tables) Quick Books,
Website: Word Press. Programs such as Canva. Facebook.

e Public Relations: this job involves a lot of inquiries so a friendly, approachable knowledgeable personality is an
asset to the association.

Wages: $24,000 / year



