[image: ]                                                         JOB DESCRIPTION                  
Position: Executive Assistant 
Organization: Chimo Community Services
Location: Richmond Caring Place – Richmond, BC V6Y 3Z5
Salary: $22.00 hourly / 35 hours per week
Terms of Employment: Seasonal Employment – Full-Time
Education: Post-secondary education required
Start Date: As early as possible 
Vacancies: 1 Vacancy
Position Summary
The Executive Assistant provides administrative, organizational, research, and coordination support to the Executive Director, leadership team, committees, and Board of Directors of Chimo Community Services. The role supports organizational operations through executive administration, meeting coordination, stakeholder communication, policy and procedure support, research activities, and special projects.
The Executive Assistant serves as a liaison between leadership, staff, community stakeholders, external organizations, and service providers while ensuring professionalism, confidentiality, and operational efficiency.

Key Responsibilities
Executive & Administrative Support
· Establish and coordinate administrative procedures and organizational processes for the Executive Director, leadership team, committees, and Board of Directors. 
· Manage executive calendars, schedules, appointments, and meeting coordination. 
· Prepare, edit, organize, and distribute correspondence, reports, memoranda, briefing notes, and presentations. 
· Analyze incoming and outgoing submissions, reports, and correspondence and assist in preparing summaries and briefing materials for leadership review. 
· Maintain organized filing systems, confidential records, and administrative documentation in both digital and physical formats. 
· Track deadlines, action items, approvals, and follow-up requirements. 

Board, Committee & Meeting Coordination
· Prepare agendas and coordinate logistics for Board, committee, leadership, and organizational meetings. 
· Record meeting minutes and support follow-up on action items and decisions. 
· Prepare meeting packages, supporting documentation, and presentation materials. 
· Assist with Annual General Meeting (AGM) planning and organizational coordination activities. 
Research, Analysis & Project Support
· Conduct research, compile data, and prepare reports or supporting materials for organizational planning and decision-making. 
· Support research related to administrative systems, membership engagement, organizational communication, or operational improvements. 
· Assist with special projects, policy and procedure coordination, and organizational initiatives as assigned. 
· Support social media outreach, communication planning, and community engagement initiatives where required. 
Communication & Stakeholder Liaison
· Liaise with staff, community members, government representatives, partner organizations, service providers, and stakeholders on behalf of leadership. 
· Respond to phone calls, emails, and inquiries in a professional and timely manner. 
· Support internal and external communication activities and information sharing. 
· Meet with individuals, groups, or community stakeholders on behalf of leadership as directed. 
Confidentiality & Professionalism
· Handle confidential and sensitive information with discretion and professionalism. 
· Exercise sound judgment and maintain professional conduct in all interactions. 
· Ensure compliance with organizational policies, procedures, and ethical standards. 

Qualifications
· Post-secondary education in Business Administration, Office Administration, Public Administration, Human Resources, or a related field. 
· Previous administrative or executive support experience preferred. 
· Strong written and verbal communication skills in English. 
· Proficiency in Microsoft Office Suite, Google Workspace, and virtual meeting platforms. 
· Strong organizational, multitasking, and time-management skills. 
· Ability to work independently and collaboratively in a fast-paced nonprofit environment. 
· Experience supporting boards, committees, or nonprofit organizations is considered an asset. 

Core Competencies
· Executive and administrative coordination 
· Professional communication 
· Organizational and analytical skills 
· Confidentiality and discretion 
· Attention to detail 
· Problem-solving and initiative 
· Stakeholder relationship management 
· Adaptability and teamwork
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