
                                                       Job Posting 
EXECUTIVE ASSISTANT  

 

JOB TITLE:   EXECUTIVE ASSISTANT  
 

LENGTH OF CONTRACT:  PERMANENT FULL TIME   
 

PAY BAND:     REMUNERATION WILL BE COMMENSURATE WITH EXPERIENCE 
 

PROBATIONARY PERIOD:  
 

Six months to be evaluated by the Supervising Manager(s) and/or EA.  
 

DESCRIPTION: 
 

The Executive Assistant provides a full range of senior-level executive administrative support 
to the Director of Service and HR Manager through various complex, sensitive and 
confidential issues requiring in-depth knowledge of agency programs and administrative 
policies and procedures. 
 

The Executive Assistant is the key to effective and efficient coordination of activities in both 
departments. This position performs a wide range of administrative support activities, ranging 
from the complex to the routine, all of which contribute to the department's professional 
operation. This position demonstrates a high level of productivity, organization, and 
responsiveness. Discretion, confidentiality, and diplomacy are critical to the role. Strong 
interpersonal skills and the ability to build relationships with stakeholders are crucial.  
 

The Executive Assistant is responsible for managing calendars, drafting and responding to 
correspondence, organizing events, drafting agendas, coordinating meetings, and minute 
taking. 

 

DUTIES & RESPONSIBILITIES: 

 Confidentiality is paramount in all aspects of this role. Must be able to adapt to that style of 
working.  

 Must be a self-starter who is comfortable working collaboratively and independently, capable 
of multitasking with a strong project management skillset.  

 Exceptional organizational skills  

 Support in preparing and organizing materials, i.e. letters, reports, agendas, minutes and 
other documents.  

 Must have excellent scheduling skills, including calendar management, coordination of 
management/executive meetings  

 Strong verbal and written communication skills with the ability to compose routine and crisis 
correspondence with a high-level skill set to proofread letters, memos, reports, etc. 

 Exceptional interpersonal skills, including the ability to liaise on an executive level, notably 
with employees and other agencies 

 Ability to prioritize and manage multiple tasks and effectively and balance competing work 
demands 

 Proficient with online calendars  

 Ability to be proactive by proposing progressive strategies to create efficiencies 

 Demonstrated aptitude for finding solutions to complex issues through strong problem 
resolution skills 

 Keeps abreast of key deliverables and advises of upcoming deadlines as determined by 
work plans, meeting action items etc. 

 Receives, screens, prioritizes, directs or responds to incoming communications, including 
telephone calls, e-mails, mail, etc. 
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 Ability to exercise excellent judgment, tact, and discretion with confidential or sensitive 
materials and situations 

 Superior customer relations skills with a focus on equity, empowerment, respect and 
collaboration 

 Must be able to handle differing personalities with diplomacy, tact and professionalism 

 Ability to work well as part of a team 

 Must have a high degree of flexibility regarding hours of work 

 All other duties as assigned 
 

QUALIFICATIONS REQUIRED: 

 Minimum of 5 years of corporate executive administration experience  

 Administrative diploma or Human Resources certification 

 Experience working for multiple departments simultaneously  

 Experience with Not for Profits and Charities preferred 

 Experience coordinating senior management level meetings 

 Previous experience supporting Senior leaders 

 Solid experience with full MS Office suite with technological savvy to adapt to changing 
systems 

 Valid driver's license  
 
 

If you feel you have the passion and skill set that would help advance The Children's Aid 
Society of Oxford County's purpose, we look forward to hearing from you!  
 
Please submit your resume and cover letter, along with your salary expectations, by no later 
than April 30, 2021, to hr@casoxford.on.ca.  We thank all applicants for their time in 
submitting their CV.  
 
Due to the high volume of applicants, only those considered for an interview will be contacted. 
 
The Children's Aid Society of Oxford County is dedicated to building an organization that 
reflects the diversity of their residents and the communities they serve.  
Accommodations will be provided in accordance with the Ontario Human Rights Code. 
Applicants need to make any accommodation requests for the interview or selection process 
known in advance. CAS Oxford will arrange reasonable and appropriate accommodation for 
the selection process, enabling you to be assessed fairly and equitably. 
 
Please write on the subject line write, ‘Executive Assistant’ 


