
 
Job   Posting  

Position:    Executive   Assistant Type :   Permanent,   Full-time  

Overview :   Reporting   to   the   Executive   Director,   the   Executive   Assistant   provides   executive   support   in   a  
one-on-one   working   relationship.   Serves   as   the   primary   point   of   contact   for   external   constituencies   and  
organizes   and   coordinates   executive   outreach   and   external   relations   efforts   and   oversees   special  
projects.   A   successful   candidate   must   be   creative   and   enjoy   working   within   a   small,   entrepreneurial  
environment   that   is   mission-driven,   results-driven   and   community   oriented.   The   ideal   individual   will   have  
the   ability   to   exercise   good   judgment   in   a   variety   of   situations,   with   strong   written   and   verbal  
communication,   administrative,   and   organizational   skills,   and   the   ability   to   maintain   a   realistic   balance  
among   multiple   priorities.   Candidates   must   have   the   ability   to   work   independently   on   projects,   from  
conception   to   completion,   and   must   be   able   to   work   under   pressure   at   times   to   handle   a   wide   variety   of  
activities   and   confidential   matters   with   discretion.  

Roles   and   Responsibilities:  
1. Executive   Support  

○ Plans,   coordinates   and   ensures   the   Executive   Director’s   schedule   is   followed.  
○ Communicates   on   behalf   of   the   Executive   Director   on   programmatic   initiatives.  
○ Researches,   prioritizes,   and   follows   up   on   incoming   issues   and   concerns.  
○ Works   closely   with   ED   to   keep   him/her   informed   of   upcoming   commitments   and   responsibilities.  
○ Provides   leadership   to   build   relationships   crucial   to   the   success   of   the   organization.  
○ Completes   critical   aspects   of   deliverables   including   drafting   acknowledgement   letters,   personal  

correspondence,   and   other   tasks   that   facilitate   the   ED's   ability   to   effectively   lead   the   organization.  
○ Prioritizes   conflicting   needs;   handles   matters   expeditiously,   proactively,   and   follows-through   on  

projects   to   successful   completion,   often   with   deadline   pressures.  
2. Board   Support   and   Liaison  
3. Senior   Management   Liaison  
4. Communications,   Partnerships,   and   Outreach   Liaison  
5. Strategic   Initiatives   and   Special   Projects   Support  
 
Qualifications  
● Strong   organizational   skills   with   excellent   attention   to   detail.  
● Very   strong   interpersonal   skills   and   the   ability   to   build   relationships   with   stakeholders.  
● Expert   level   written   and   verbal   communication   skills.  
● Demonstrated   proactive   approaches   to   problem-solving   with   strong   decision-making   capability  
● Highly   resourceful   team-player,   with   the   ability   to   also   be   extremely   effective   independently  
● Proven   ability   to   handle   confidential   information   with   discretion.  
● Forward   looking   thinker,   who   actively   seeks   opportunities   and   proposes   solutions  

Education   and   Experience   Preferred  
● Bachelor's   degree   or   significant   related   experience.  
● Strong   work   experience:   3-5   years   experience   preferably   in   a   non-profit.  
● Experience   in   internal   and   external   communications,   partnership   development,   and   fundraising.  
● Proficient   computer   skills   (ie.,   Google   Apps,   Microsoft   Office   Suite,   Adobe   Acrobat,   &   Social   Media)  

Working   Conditions:    Remote   work   from   home   office   with   access   to   transportation   for   meetings.  
 
Deadline   for   Applicants :    July   31,   2020    please   send   resume   and   cover   letter   to    stewart@thedam.org  
We   appreciate   and   thank   you   for   your   interest.   Only   those   selected   for   an   interview   will   be   contacted.  

The   Dam   is   committed   to   providing   a   barrier    free   work   environment   in   concert   with   the   Accessibility   for   Ontarians   with   Disabilities   Act   and   the   Ontario   Human   Rights   Code.   As  
such,   The   Dam   will   make   reasonable   accommodations   available   to   applicants   with   disabilities,   upon   request,   during   the   recruitment   and   hiring   process.   As   an   equal   opportunity  
employer,   we   will   strive   to   ensure   the   hiring   process   meets   the   needs   of   all   persons   with   disabilities.   The   Dam   strives   to   ensure   that   its   employment   practices   are   free   from   direct  
and   indirect   discrimination   and   is   committed   to   upholding   the   human   rights   of   those   participating   in   the   hiring   process.   In   pursuit   of   this   commitment,   we   will   not   condone   or  
tolerate   any   acts   of   discrimination   or   harassment   under   any   of   the   grounds   protected   under   human   rights   legislation.   This   commitment   extends   to   the   hiring   process   and  
throughout   the   course   of   employment.  
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