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APPLICATION FORM:
OPERATIONS ASSISTANT
		

SUMMARY OF POSITION:

Date Posted: August 14, 2026

Job Title: Operations Assistant (employment position)

Hourly: 15 hours per week (salaried/flex-time agreement), with the potential for additional hours in the future

Availability: Position offers a flexible schedule, but the successful candidate must be available 3 days a week for a minimum of 4 business hours per day between Monday and Friday. Tuesdays are required. 

Pay rate: $30 / hr

Work location: Remote; must be based in British Columbia

Application close date: Tuesday, Sep 1, 2026 @ 11:59 p.m. PT

Interview dates: September 17 & 18 (Thursday and Friday) 

Assignment date (paid): September 18 to 20 (48 hours will be given to complete the 2-hour assignment)

Anticipated start date: As early as Wednesday, Sept 30 and no later than Tuesday, Oct 13, 2026, depending on the successful applicant's availability

Visit this page to view the full job posting.



HOW TO APPLY

ACCESSIBILITY IN OUR HIRING PROCESS
Arts BC is working to make our committed to creating a more accessible and inclusive hiring process. We recognize that sharing access needs can feel vulnerable, and we appreciate the trust involved. 
We welcome conversations about how we can make the application and interview process more accessible. 
If you require accommodations, please contact Merideth Bisiker, Operations Manager, at operations@artsbc.org.

HOW TO APPLY 
You may submit your application by email using this Microsoft Word document, along with your resume and cover letter (as one PDF), to hr@artsbc.org.

Alternatively, you may use this Google Form, which includes a file upload option to share your cover letter and resume. Please note that Google Forms requires users to sign in to a Google account to upload files.
* Choose only one method of submission (this form or by email).
CONTACT INFORMATION
If you have any questions about the role or application process, please contact the hiring team at hr@artsbc.org. 
We appreciate the time and effort that goes into each application submission. Due to the volume of interest, only candidates selected for the next stage will be contacted.
DATA COLLECTION AND STORAGE:
The information collected in this form will be used solely for recruitment and candidate assessment for this position. Responses will be securely stored, reviewed by authorized Arts BC staff, and used for assessment and communication purposes during the hiring process. If you request a copy of your submission, it will be sent to the email address you provide in this form.
Application data will be retained for up to three months and then securely deleted, except for that of the successful candidate, whose information will be retained as part of employment records.

PLEASE READ: IMPORTANT INFORMATION ABOUT THE APPLICATION PROCESS
Applications will not be considered when information provided in the application form does not match the resume submitted. 
All applications are reviewed through the same process, regardless of an applicant’s previous relationship with Arts BC. This helps us reduce bias and ensure that all applicants have an equitable opportunity to be considered.
References will be requested from candidates when they are invited to interview. Candidates who move forward after the interview stage will complete a paid skills assignment ($60 for approximately two hours of work).



SECTION I: YOUR INFORMATION

1. Your email address: Enter here

2. Your full name (please match to your resume and cover letter): Enter here

3. This position is open to BC residents. 
If you live in British Columbia, Canada, please indicate by typing “yes.”: ____

4. A personal laptop and access to secure Wi-Fi are required for this position. 

The device must be owned and used exclusively by the employee, be password-protected, have security measures such as a firewall and/or antivirus software, and be stored securely when not in use. 
Because employees are required to use their own laptops and office equipment, Arts BC will issue the appropriate tax documentation upon request to support eligible work-related expense claims on annual tax returns.

If you have a laptop and access to secure Wi-Fi, please indicate this by typing “yes.” ____



SECTION II: YEARS OF EXPERIENCE
When answering the following questions about years of experience, please include your total years of experience across all relevant roles. This may include full-time, part-time, contract, and self-employed work. You are welcome to combine these experiences to reflect your overall time working in administration. 
For example, one year of work at approximately half-time is counted as ½ year of experience.
We are interested in sustained, hands-on experience where administration was part of your ongoing responsibilities.
Please provide complete and accurate information in the application form.

Information must be consistent with your resume to be considered for this position. 

1. Please confirm that you meet all of the following minimum experience requirements:

i. You have at least one (1) year of experience working in a remote administrative position, where your work was performed from a home or other remote location rather than a shared office or workplace.

ii. You have at least two (2) years of experience providing administrative and logistical support for live in-person and virtual events.

iii. You have at least two (2) years of experience providing general administrative support across one or more organizations.

iv. You have at least two (2) years of direct experience working in the arts, culture, or heritage sector?

Please indicate your choice below by highlighting the appropriate statement (yes or no).
Yes, I meet all of the minimum experience requirements above, and my resume clearly demonstrates this experience. I would like to continue with my application.
No, I do not meet all of the minimum experience requirements. I understand that I cannot proceed with this application at this time.
If you selected “No”:
Thank you for your interest in this position. We appreciate the time you took to consider the opportunity. As the position requires the minimum experience outlined above, we are unable to accept your application at this time. We wish you all the best in your job search.
In the following questions, you may indicate partial years if applicable (e.g. 2.75 years).
2. How many years of experience do you have working in a remote administrative position, where your work was performed from a home or other remote location rather than a shared office or workplace?
Indicate number of years: 
3. How many years of experience do you have providing administrative and logistical support for live in-person and virtual events?
Indicate number of years: 
4. How many years of experience do you have providing general administrative support across one or more organizations?
Indicate number of years: 
5. How many years of direct experience do you have working in the arts, culture, or heritage sector?
Indicate number of years: 

SECTION III: SKILLS & PROFICIENCY
Applicants who move forward in the interview process will be asked to complete a short paid assignment ($60 CAD) to help us better understand your experience.
The assignment will take no more than two hours to complete, and selected applicants will have up to 48 hours to complete the assignment, between September 18 to September 20 (Friday to Sunday).
1. Which of the following tasks would you feel comfortable handling independently?
We ask that you select only those tasks you feel confident completing on your own. 
Please indicate all that apply by highlighting the appropriate statement(s).

· Drafting, proofreading and editing copy, and formatting written content accurately
· Communicating clearly and concisely by email
· Maintaining records, databases, and other customer relationship management systems
· Using Google Workspace or similar (e.g. Microsoft Teams) cloud-based productivity tools, including Gmail, Google Docs, Sheets, and Forms
· Using project management or task-tracking software (e.g. Asana, Trello, or Monday)
· Using cloud-based email marketing software (e.g. Mailchimp) to draft communications such as event reminders and newsletters

2. How would you describe your level of experience using Google Sheets?

Highlight one response:

· No experience: I have little or no experience using Google Sheets.
· Beginner: I can enter and format information and perform basic sorting and filtering.
· Intermediate: I can confidently use formulas and functions to organize and display data, sort and filter information, and prepare data for analysis.
· Advanced: I can use more complex formulas and functions to organize, transform, and analyze data, create automated or linked spreadsheets, and troubleshoot formula issues.




3. How many years of experience do you have providing administrative support for multi-day events (conferences or festivals) that occur at least once per year, including presenter communications, venue logistics, catering, travel arrangements, and online event platforms?

Highlight one response:

· None
· Less than one year
· Up to two years
· Between two to five years
· More than five years

4. How many years of experience do you have providing administrative support for at least one member-based organization?

Highlight one response:

· None
· Less than one year
· Up to two years
· Between two to five years
· More than five years

5. How many years of experience do you have providing basic WordPress website maintenance, including updating website copy, drafting blog posts using provided copy and images, and adding and updating media?

Highlight one response:

· None
· Less than one year
· Up to two years
· Between two to five years
· More than five years

6. How many years of experience do you have providing basic financial administration support, such as processing payments, recording transactions, or supporting invoice processes?

Highlight one response:

· None
· Less than one year
· Up to two years
· Between two to five years
· More than five years

7. How many years of experience do you have creating graphics or communications materials using templates and established brand guidelines?

Highlight one response:

· None
· Less than one year
· Up to two years
· Between two to five years
· More than five years


SECTION IV: Cover Letter & Resume

Note: If you are selected to move forward in the interview process, we will request references by email. We will ask for at least two (2) references from recent employers or colleagues (within the past five years) who have overseen your work or collaborated with you in an administrative capacity.

When emailing this application, please upload your cover letter and resume in one combined PDF document. You will be submitting this application + your combined PDF document.

*** Please submit a cover letter tailored to this position and to Arts BC. We want to hear why you are interested in this particular role, what you would bring to it, and what connects you to our organization. 

Applications with generic cover letters that could apply to any job or organization will be not be considered.

IMPORTANT: About the Application and Interview Process

We appreciate the time and care that goes into every application. We anticipate receiving a high number of applications for this position, and we want to provide some information about our process.

All applications are reviewed through the same process, regardless of an applicant’s previous relationship with Arts BC. This helps us reduce bias and ensure that all applicants have an equitable opportunity to be considered.

Candidates selected for an interview will receive select interview questions and general interview themes in advance. They will meet with Merideth Bisiker, Operations Manager, and Elliott Hearte, Executive Director, who endeavour to create a warm and conversational interview setting. We are not looking for a perfect presentation or memorized answers; we are interested in your experience, examples, and how you approach situations.

Please review the information you've provided above before submitting your application. By selecting the button below, you confirm that you have read and understood these final details.

Thank you for your interest!
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