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Shaping Ontario’s Health System 
The Central East Local Health Integration Network (LHIN) is one of 14 LHINs transforming health care in Ontario.  Responsible for planning, coordinating, integrating, and funding health services, the Central East LHIN stretches from Victoria Park to Algonquin Park.  Already established as a leader in community engagement and innovation, the Central East LHIN is a rich diversity of communities that is building a unique culture of integrated health care.

As part of its responsibilities associated with the Corporate/Governance Unit, the Central East LHIN is seeking a dynamic individual for the position of Corporate/Governance Administrative Assistant.

Come join our team and ride the wave of change! 

Your Opportunity to Make a Difference

PRIMARY PURPOSE:
In collaboration with the Governance Coordinator and the Executive Coordinator, provides secretarial support to the Central East LHIN Board of Directors, the Chief Executive Officer and the Corporate Services unit.

KEY ACCOUNTABILITIES:

1. Supports the Mission, Vision, Values and Code of Conduct of the Central East LHIN
2. Works with the Governance Coordinator to support the Board of Directors by preparing packages, arranging meeting logistics, taking minutes at Board meetings and associated Board committees. Files and tracks resolutions, decisions taken, distributes paper and electronic meeting materials.
3. Performs a wide variety of secretarial and administrative duties as required for the Board of Directors, CEO and/or as directed by the Governance Coordinator. 
4. Prepares and tracks Board expenses and per diem claims on a monthly basis.
5. Receives incoming mail and identifies those items requiring priority attention by the Board and CEO. Logs
and distributes mail. Acknowledges, lists, files and tracks mail.  
6. Monitors and organizes the Chair’s email, calendar and ensures proper preparation prior to scheduled
meetings.
7. Updates the CRM database and identifies any items that need immediate attention.
8. Maintains and archives Governance files in compliance with the Records Management Directive, including but not limited to files regarding the following: Board orientation manuals, minutes, by-laws, policies and operational manuals.
9. Manages office logistics for meetings, including production of invitations, minute-taking, location set up,
catering requirements, teleconference and technical support.
10. Makes travel arrangements for the Chair, Board and CEO, as required; maintains appointment schedules
and calendars; arranges meetings and conferences, as directed.
11. Performs report writing as appropriate including preparation of presentation materials, etc.
12. Provides back up for the Business Receptionist as appropriate and when required.
13. Performs all other duties as assigned.

POSITION REQUIREMENTS:

Education:

· Post-secondary education/degree in business administration with minum 3 years experience.

Experience:

· Significant experience working effectively with Board of Directors and corporate agencies.
· Proven ability to work with senior managers and staff in integrating information from various sources into a consolidated report or response within tight deadlines.
· Proficient in word process program and minimum 55 wpm typing skills.
· Good understanding of general Board meeting requirements and procedures.
· Good understanding of LHIN goals, objectives and business requirements.
· Familiarity with the Government of Ontario processes and procedures.
· Ability to perform complex office administrative work requiring the use of independent judgment.
· Excellent communication skills to effectively communicate with all staff at all levels, including the general public.
· Excellent time management skills and ability to prioritize multiple, often conflicting demands.
· Ability in resolving conflicts.
· Familiarity in project administration/management and project management methodology, including use of project management software is an asset.
· Proficiency with PC-based hardware/software and inter / intranets.
· Strong teamwork and customer service skills.
· Travel and flexible work schedule is required.


Please forward your resume and cover letter via e-mail by January 27, 2012, to centraleast@lhins.on.ca.
Position Location, Travel and Other Considerations: 
This position is located in Ajax, Ontario at the Central East LHIN headquarters. 
Need more Information?
For more information on the Central East LHIN please visit us at www.centraleastlhin.on.ca. 

We thank all applicants for their interest; however only those candidates selected for an interview will be contacted.
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