


Job Solutions Inc. is a leading staffing agency in Canada committed to supporting people and organizations. Our role is to proactively find true potential through our collaborative efforts and extensive research. We connect recent graduate job seekers and employers with an opportunity that fits your professional requirements and lifestyle. Our goal is to find the “right fit through synergy”. We put a great deal of focus on our candidates, understanding their needs as well as working hard for them to ensure job matches best. Our success stems from building strong networks to have a clear understanding of your key motivators and expectations for each placement. 

We are a growing vibrant company full of dynamic professionals where our headquarters is in Calgary, Alberta. Our group of experts are passionate about the employment and staffing industry. We pride ourselves to having a resilient corporate culture ensuring our team is our top priority. 





























JOB DESCRIPTION


JOB TITLE

Job Solutions Inc. is looking for an Executive Assistant who will report to the CEO. This role will function to provide administrative support and assistance to the junior staff members and employees.

JOB PURPOSE

The Executive Assistant will be responsible for overseeing the CEO’s administrative tasks, scheduling meetings and have high involvement in the day to day organizational activities. The ambitious candidate will be a key liaison between the CEO and clients. Success in this position requires leadership, demonstrates a standard of excellence, high focus on accuracy and strong administrative skills. 
In this role, you will build effective relationships by providing support to partners and to a team of dynamic professionals. As a strategic asset, you will continuously transition between various duties such as records management and mentorship to ensure the seamless operations of the business. A high level of integrity, diplomacy, strong work ethic and confidentiality are a must.

DUTIES AND RESPONSIBILITIES
1. Provide support to CEO to ensure successful operations of the organization

· Research, prioritize and follow up on incoming issues and concerns addressed to the CEO - determines appropriate course of action, referral or response
· Prepare information material to deliver high-quality communications and provide advice to support the CEO’s meetings and communications
· Consistently meets with clients on behalf of the CEO to obtain a strong understanding of their needs. Develops and maintains relationships with internal and external clients to understand the business
· Coordinate, follow up on actions and ensure meeting minutes are submitted within the determined timeframes
2. Diligently Lead and Maintain Relationships in the Workplace
· Lead by example, setting the standard for professional behavior by being self-determined through work habits that support a positive, performance-based environment
· Organize and distribute time-sensitive information to staff and clients as needed
· Work with the Junior Assistants to ensure appropriate coverage to support the needs of the CEO & Executive Leadership team
· Provide day to day leadership to Junior Administrative Assistants ensuring that communication, allocation of duties, timely feedback and performance management are provided
3. Monitoring Communication to Ensure Consistent Flow of Data

· Establish and maintain current office files and contacts. Safeguard the confidentiality of those files and records through our records management system
· Filter, delegate and respond to correspondence on behalf of the CEO – this is a daily requirement
· Gather data from the CEO’s direct reports and coordinate monthly reporting using our in-house database system
· Diligently prepare agendas, transcribe documents or distribute pre-reads, audit findings, reports, and other action logs to the executive team

4. Provide administrative support to the Executive team and CEO

· Provide the full spectrum of administrative support as a virtual assistant to the CEO, including managing telephone inquiries and arrange the CEO’s schedule 
· Review and ensure completeness and accuracy of documents flowing to and from the CEO office, including managing the storage and security of confidential files
· Coordinate cost-effective and complex domestic and international travel arrangements and itineraries 
· Update, maintain and prepare professional presentations using Microsoft Excel and PowerPoint

QUALIFICATIONS
Education and Experience
· Post-Secondary Certificate or College Diploma in Business Administration, or relevant discipline.
· Bachelor’s in business administration would be an asset
· 3 years or more of experience as a full-time supervisor or any post higher to that
· Proficient with Microsoft Office (Outlook, Word, Excel, Power Point etc.)
· Strong knowledge and experience with records and database management

SKILLS AND REQUIREMENTS
· Models excellent time management skills and an ability to work independently with minimal supervision and be a team player
· Able to handle confidential information with utmost discretion and diplomacy
· Well developed verbal, listening and written communication skills
· Friendly, approachable, discreet and passionate about delivering exceptional client service with a positive solution-oriented outlook 
· Demonstrate aptitude in prioritizing tasks based on comparative importance and urgency 

WORKING CONDITIONS 	
Physical:
· Being comfortable in a high social context environment
· A large part of the day is spent inside the office 
· Work closely with others; however, a separate workspace is provided
· Be prepared to work 40 hours a week, occasionally working weekends 
· Willing to travel to various meetings or client sites
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