
 

2450 Milltower Court, Mississauga ON L5N 5Z6 

 

MORTGAGE ADMINISTRATIVE ASSISTANT 

The Pension Fund of The Pentecostal Assemblies of Canada is currently seeking an experienced bilingual 

(English & French) Mortgage Administrative Assistant. Working in a customer service environment, the ideal 

candidate must have effective communication and problem solving skills. 

The successful candidate will be primarily responsible to provide technical and administrative support to the 

mortgage services of the PAOC Pension Fund, through the day-to-day administration of mortgage applications, 

renewals and ongoing servicing of the mortgage files. 

The Key Responsibilities are as outlined in the attached Job Description. 

Knowledge, Skills and Experience:  

 Strong service-oriented individual demonstrating tact and professionalism. 

 Exhibiting strong communication skills, both written and verbal (in both English and French), with 

borrowers, insurers, solicitors, as well as internal and borrower staff. Experience in a financial services 

setting, with knowledge of mortgage lending policies and documentation requirements is an asset.  

 Possessing well developed organizational and interpersonal skills, with an ability to adapt to a changing 

environment.  

 Strong computer application processing skills including Microsoft Office, and an ability to adapt to our 

internal software systems.  

 Ability to work with minimal supervision in a team environment, often under structured timelines. 

 Ability to process a mortgage application and related financial reports. 

 Ability to read and interpret income statements based on information provided by the borrower. 

 Good math and analytical skills. 

 Possess a keen attention to detail. 

 Ability to investigate and resolve borrower concerns as they are presented.  

Employment Details 

 Part-time permanent:  Monday to Friday 10AM to 3PM 

 Start date:  immediately 

 Job Location:  Mississauga, ON 

 Required languages:  English and French 

 Competitive remuneration and benefits 

 

Thank you for your interest in this employment opportunity. Please note that only those under consideration 

for an interview will be contacted.  


