EXECUTIVE ASSISTANT
Opportunity Brief
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STRONGEST FAMILIES INSTITUTE
We are an award winning, charitable organization removing barriers to
care by providing timely and free mental health and wellbeing support
to families. All services are customized to meet the needs of those we
help. Our unique distance coaching approach supports families over the
phone and Internet in the comfort and privacy of their own home.
We are co-founded by Dr. Patricia LingleyPottie and Dr. Patrick McGrath, whose work
began as a research program at the IWK
Health Centre in Halifax, Nova Scotia, 20
years ago.

Our Impact
Today, our services compliment the current
healthcare system by bridging the access gap.
We target mild to moderate problems, so health
care professionals can be freed up to focus on
more complex or severe conditions.
Accessing help is not easy.
We exist to change that.

Statement of Intention
Strongest Families is committed to creating a diverse and inclusive work
environment that invests in building a culture of appreciation and respect.
We offer equal opportunity to all candidates seeking employment.
We encourage applications from Black, racialized and
Indigenous Peoples, 2SLGBTQ+, newcomers to Canada,
and those with a disability. If you are a member of a
group that has been historically excluded from
opportunities, we encourage you to self-identify
in your cover letter or resume and to share your
pronouns. We are committed to treating all
applicants fairly and accommodating those with
disabilities at any stage of the hiring process.
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This Moment, This Position
Strongest Families Institute is seeking their next Executive
Assistant (EA) to the President & CEO as the past two EAs have
gone on to lead other areas within the organization. This position
plays an integral role within the organization and for the executive
team. Being the first point of contact with external and internal
stakeholders - communication, enthusiasm and agility are top
desired attributes of the new team member.

The Role
Managing the activities of the Strongest Families President & CEO
Scheduling, tracking deadlines and time frames, email communications,
anticipating needs and ensuring prompt follow-up with meetings as well as
business development/communications.
Organizes and participates in business development (e.g., maintenance of
CRM, tracking/liaison for new business contacts), experience with
Salesforce an asset.
Organizes and tracks business meetings, conferences, promotional
activities, social media activities, and travel arrangements (note-taking,
travel arrangements, conference preparation, and expense tracking).
Assist with preparation of research proposals, research project validation
process, research publication abstracts, adding research publications in
President & CEO’s CV, and other tasks associated with research projects.
Working closely with the President & CEO to track ongoing tasks and
discuss upcoming commitments, responsibilities, and changes to the
schedule.
Help prioritize incoming issues and conflicts with direct consultation with
the President & CEO.
Performs a wide variety of administrative tasks for the President & CEO,
such as managing the filing system, documentation management, and
internet searches/research as required.
Promotional material coordination (in collaboration with Communications
and Marketing team, e.g., pricing promotional materials for management
approval, track inventory and ensure stock is sufficient).
Assists with media events.
Occasional travel required.
Board and Management Liaison
Assisting to coordinate report compilation; assist with meeting dates;
compiling/preparing/distributing meeting packages; arranging meeting
space and logistics; note-taking as needed; circulating minutes postmeeting.
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Education & Experience
Certificate or diploma in a field related to business administration preferred
Strong work tenure: minimum of five years of experience in a fast-paced
team-focused environment, preferably supporting Executives and nonprofit experience
CCAP designation or professional certification in an administrative
professional association highly desirable
Resourceful, emotionally mature individual
Excellent computer skills (e.g., Microsoft Suite of products such as: Word,
PowerPoint, Excel; Adobe, and experience with Visio & Publisher an asset)
Excellent interpersonal, verbal and written communicational skills
Excellent organizational and administrative skills
Ability to multi-task with an understanding of priority-setting, attention to
details and ability to adjust to deadlines in a fast-paced environment
Strong team player with the ability to follow processes

As the ideal candidate, you:

The Package:

Have strong organizational skills, and
an ability to prioritize tasks and
demonstrate sound judgment within a
fast-paced, growing organization.

Salary: Commensurate with

You're a strong communicator that is
highly adaptable. You “think outside
the box” and are energized by
problem-solving and innovating.

Pension Plan

experience
Benefits: Health and Dental
Pension: Defined Benefits

Application Details
APPLY NOW BY CLICKING
HERE!
Applications accepted until:
5 p.m. on November 26, 2021
Please be sure to include a
cover letter that speaks to
your experience, but we also
want to get a glimpse of your
personality.
Don’t be generic.
Be yourself.
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