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	Executive Assistant
Owens MacFadyen Group is an independent Atlantic-based securities firm, providing comprehensive wealth management and employee benefits service to select clients. We are now inviting prospective candidates to submit their resume to be considered for the position of Executive Assistant in our Moncton office.

The successful candidate will work directly with a senior wealth management advisor, providing support in the delivery of exceptional service to clients. Although client service standards are high, the position has the unique feature of providing considerable autonomy, flexibility and creativity in setting up and organizing the role to utilize personal talents.

The successful candidate must be an independent and flexible self-starter who ensures follow-through, with uncompromised confidentiality and integrity. A keen sense of detail will be an on-going aspect of the position to execute the responsibilities of the role, which include:

· Coordinating executive activities and schedules 

· Scheduling appointments and arranging meetings 

· Communicating the status of files and verifying the completion of action items 

· Reviewing, prioritizing and/or corresponding to telephone and email requests 

· Preparing forms and documents 

· Executing investment transactions 

· Organizing and maintaining files/documents/data 

The ideal candidate will possess the following qualifications:
· University degree or an acceptable combination of education and progressively responsible administrative experience 

· Minimum of 5 years of direct work experience in an executive assistant capacity 

· Experience working in a legal assistant and/or paralegal role would be considered an asset 

· Previous experience in handling confidential or sensitive information with integrity; knowledge of applicable data privacy laws 

· Exceptional planning, organization and time management skills 

· High attention to detail and accuracy 

· Understands and recognizes priorities, deadlines and has a sense of urgency 

· Ability to take initiative and take a pro-active approach to work 

· Desire to expand capabilities and responsibilities 

· Proficiency in MS Word and Excel 

· Capable of completing professional training programs 

Remuneration will be representative of the successful candidate’s experience and qualifications.

If you are interested in working for a company that maintains a work environment driven by opportunity and challenge please forward your resume and cover letter by clicking on the Apply Online Now button. Deadline for applying is May 20, 2011. Please quote EA0429-CB when applying. For more information on our company and our services, please feel free to visit: www.omg.ca.




