EXECUTIVE ASSISTANT  

	

SUMMARY OF POSITION

This key role provides administrative and secretarial support to both the Chief Financial Officer and Sr. Vice President of Shared Services, as well as providing some support to their teams.

RESPONSIBILITIES

Screens incoming telephone calls and correspondence, responding to routine matters on own initiative and preparing a first draft response for review on more complex matters.

Organize and prepare “presentations” and draft reports.

Makes travel arrangements and meeting arrangements, including off-site meetings and conferences.  Prepares agenda and minutes of meetings and keeps track of action items and follows up on outstanding items.

Manages files and record keeping and follows up on action items associated to various projects.

Interacts with all levels within the organization, including client contacts, customers and other external parties where required. 

QUALIFICATIONS

Five or more years of senior administrative support experience, preferably at the executive level.

Post-secondary education in a related discipline (e.g. Business Administration, Administrative Services) is an asset.

Excellent verbal and written communication skills are of prime importance. 

Must have the ability to work in a confidential environment and to handle sensitive information with complete discretion and professionalism.

Excellent interpersonal skills combined with a high degree of professionalism.

Strong planning and organization skills.  Proven attention to detail.  Demonstrated ability to effectively multi-task, use good judgment in prioritizing deliverables, juggling multiple priorities, and effective follow-up are essential to this position. 

Strong computer skills, including MS Word, Excel, and Power Point.  Experience or exposure to MS Project, Visio, and web skills an asset.  Demonstrated ability to learn and effectively use new software.

Strong initiative and ability to work independently, as well as part of a team.

Excellent time management and project management skills are a must.

Experience in project coordination is an asset
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