
Executive Assistant to the Chief Executive Officer & Secretary to The Fathers of Confederation Buildings Trust 
Confederation Centre of the Arts - Charlottetown, Prince Edward Island, Canada (Prince Edward Island, Canada) 
Job Description
Canada’s National Memorial to Confederation invites applications for the position of Executive Assistant to the Chief Executive Officer & Secretary to The Fathers of Confederation Buildings Trust from qualified persons. The Executive Assistant is responsible to provide the CEO and the Board of Directors with administrative, coordination and support services that allow for the efficient management and governance of the Confederation Centre of the Arts.  
Candidates for the position of Executive Assistant will have extensive experience in administrative support, experience in working with government officials and with a national Board of Directors, successful completion of business education courses, strong communication skills, both oral and written, above average proficiency in keyboard and shorthand skills, demonstrated ability to work under pressure, and ability to deal with individuals in a diplomatic and effective manner. 
For a complete job description, please go to www.confederationcentre.com/careers 
Applications should be sent to:  chair@confederationcentre.com or mailed to: Chair, Search Committee, Confederation Centre of the Arts, 145 Richmond Street, Charlottetown, Prince Edward Island   C1A 1J1.   
Deadline for applications is Friday, October 14, 2011.
Desired Skills & Experience
Position Summary: 
This is a responsible position, providing the CEO and Board of Directors with administrative, coordination and support services that allow for the efficient management and governance of the Confederation Centre of the Arts. 
General Responsibilities: 
· provision of administrative support to the CEO and Board including: 
· assistance with research, organization and preparation of materials for reports, applications and special projects 
· coordination and follow through of all meetings of the Board, including Annual and Semi-Annual meetings 
· composition of various outgoing correspondence and reports 
· acting as liaison with individuals, organizations, agencies and Centre management on behalf of the CEO and Board when required 
· preparation and coordination of special events 
· responding to day to day internal and external issues that do not require the direct attention of the CEO and/or Board 
· dictation and transcription of all minutes of the Board and various other meetings from shorthand 
· coordination of travel and accommodation for the CEO and Board 
· maintenance of filing systems for the office of the CEO and Board 
· other related duties as required 
Supervision: 
The Executive Assistant to the CEO and Secretary to the Board is responsible for all work in the position and on occasion may instruct and supervise other employees who are assigned to assist with work.  Daily tasks do not require specific instruction or supervision and are undertaken in close consultation with, or at the request of the CEO and/or Chairman of the Board 
Minimum qualifications: 
· successful completion of a business education course and/or courses at the university level 
· experience in working with government officials and a national board of directors 
· extensive experience (5 years minimum) in administrative support 
· strong communication skills, both oral and written 
· above average proficiency in keyboard (70 wpms) and shorthand (100+wpms) skills 
· Ability to work under pressure and respect confidentiality 
· ability to adapt well to new situations and to deal with individuals, internally and externally, in a diplomatic and effective manner
Company Description
Confederation Centre of the Arts is a unique and well-established national arts centre incorporating an 1100 seat main theatre, two smaller theatres in-house, the MacKenzie Theatre, an art gallery and museum, a choral music programme, an arts education programme, and is a partner in a post secondary school of performing arts.  In addition, the Centre has restaurant and catering facilities and a retail gift shop.  The Centre is the home of The Charlottetown Festival.
Apply on Company Website 

