
 
 
 

LivingWorks is seeking an 
 ASIST Program Administrator 

ASIST = Applied Suicide Intervention Skills Training 

 

About LivingWorks 
For nearly four decades, we’ve wondered: how can we make the world a better place? At 
LivingWorks, that comes in the form of saving lives from suicide. We make it possible with 
innovative, evidence-based training that can empower anyone to recognize someone’s distress 
and take action to keep them safe. Everyone has a role to play, and we have training programs 
for a diversity of helping roles. 
 
We’ve grown a lot since 1983. From a small start-up to a global company, we’re honored to be 
training communities and organizations around the world. Military units, teachers, 
corporations, volunteers, faith communities, mental health professionals, and countless others 
rely on our training to save lives every day.  
 
LivingWorks is a mission-driven, for-profit company.  This means: 

● We exist for our mission: to make communities everywhere safer from suicide. 
● Everything we do, and how we do it, must contribute to our mission. 
● Profit is an ‘outcome’ of what we do, not the ‘why’ of what we do. 
● Profit ensures the sustainability of our organization to serve our mission. 

 

Position Description 
Reporting to the ASIST Operations Manager, the successful ASIST Program Administrator will: 

● Provide Quality Assurance (QA) support; processes Trainer Reports and Participant 

Feedback forms including email confirmation, data entry and the provision of general 

feedback to trainers;  

● Pre-screen workshop reports for significant quality assurance (QA) concerns and escalate 

to the trainer support team, when required; 

● Enter specified information into trainer database; including: 

o Extensions to trainer status and re-classifying trainers as inactive; 

o Maintenance and verification of information in trainer database; and 

o Update and maintain email templates. 

● Provide trainer support and excellent customer service; 

o Answer trainer questions as needed; and 

o Provide new certificates, as needed. 

● Provide administrative support to the Trainer Support team and Operations Manager; 

o Answer questions re: database and other general inquiries; 

o Coordinate weekly team meetings and agenda items; take meeting notes and 

distribute. 



 
 
 

 
To achieve success, the ASIST Program Administrator will have: 

● Advanced proficiency in Microsoft Office (Excel, Word, PowerPoint); 

● Excellent attention to detail; 

● Demonstrated aptitude with accurate, efficient data entry and data management skills; 

● Effective communication skills and the ability to develop credibility with internal and 

external customers; 

● Excellent customer service skills; and 

Completed of one or more of LivingWorks training programs (Start, safeTALK, ASIST) in the last 
3 years (an asset, not a requirement). 
 

Position Purpose 
LivingWorks’ Delivery Department serves the LivingWorks Mission with a mandate to provide 
high quality training wherever and whenever needed.  They do this by developing and 
maintaining a network of competent trainers capable of delivering workshops to the standard 
identified by LivingWorks, with the assurance that the network meets the needs of the 
organization.  
 
As a an active member and of, and contributor to the Program Planning & Delivery team, the 
ASIST Program Administrator provides a variety of administrative support to the ASIST 
Operations Manager and other members of the ASIST Support Team. This role also provides 
Quality Assurance support to our extensive network of ASIST Trainers. 
 
The desired candidate for role is someone who … 

● Is as team player AND can work independently following existing processes 
● Has effective time management and organizational skills 
● Follows existing processes AND can review processes with an eye to suggest 

improvements 
● Has an open attitude regarding suicide and suicide prevention 
● Brings a strong sense of customer service and support when interacting with team 

members and trainers 
 

Qualifications and Experience 

With a high school diploma, the successful candidate will have a minimum of 3 years experience 
as an administrative assistant. 
 

How to Apply: 
Sound like a fit? We’d love to hear from you. In addition to working toward a life-saving 
mission, LivingWorks offers a competitive compensation package.  The workplace for this role is 
our Calgary office. 
 



 
 
 

Please provide your resume and cover letter detailing your qualifications to 
hr@livingworks.net 

 

http://hr@livingworks.net

