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Job Title: 		Executive Assistant 
Job Number:			X-494 | VIP: 2058		
Band:			EXEMPT-5								
Department: 		Office of the Vice President, People, Culture & Student Services				
Supervisor Title: 	Vice-President, People, Culture & Student Services
Last Reviewed:			June 18, 2026

JOB PURPOSE:
Reporting to the Vice President, People, Culture & Student Services, the Executive Assistant ensures the effective operation and strategic advancement of the VP’s office. The role is responsible for coordinating executive operations and portfolio-wide initiatives; exercises delegated authority over financial administration and internal approvals; advises on issues management, institutional risk, and public positioning; and supports committee governance and strategic communications. Acting as a confidential advisor and liaison, the Executive Assistant represents the VP (when delegated) with internal and external stakeholders, curates the VP’s institutional and public image, and enables effective engagement in campus initiatives, student activism, and community partnerships. The role maintains the VP’s digital presence, provides support during sensitive and high‑profile matters, and operates with a recognized on‑call expectation given the complexity and risk profile of the People, Culture & Student Services portfolio, exercising a high degree of discretion, judgment, and initiative.
Key Activities:
Operational
· Responsible for the day‑to‑day operations and coordination of the VP’s office, including scheduling, briefings, correspondence flow, and operational planning to ensure continuity and responsiveness.
· Responsible for acting as the primary point of contact for internal and external stakeholders (faculty, staff, students, government, community partners), exercising discretion in triaging, resolving, or escalating matters.
· Responsible for drafting, editing, and managing correspondence, reports, presentations, policies, and briefing materials; preparing agendas, backgrounders, and minutes; and tracking and ensuring completion of action items.
· Responsible for liaising with the University Secretariat to ensure accurate and timely submission of Board of Governors, Senate, and subcommittee materials.
· Responsible for approving and monitoring leave, vacation, expense reports, and other internal approvals for the VP’s direct reports, ensuring compliance with institutional policy.
· Responsible for ensuring policy compliance across administrative, financial, and operational activities within the VP’s office.
· Supports with cross‑functional and institution‑wide project coordination (e.g., student services modernization, EDI initiatives, wellness strategies, risk management), including timelines, stakeholder engagement, and progress tracking.
· Advises on representation, messaging, and communications when acting on behalf of the VP, ensuring alignment with institutional priorities and reputational considerations.
· Responsible for safeguarding highly confidential information and exercising sound judgment in sensitive, time‑critical, and high‑risk situations.
· Support with Human Resources (e.g., Staffing Request Forms, restructuring plans, collective bargaining) in collaboration with HR leadership.
· Provides ad hoc executive support to the Office of the President and other Vice Presidents where portfolios intersect and in alignment with institutional priorities.
Issue & Complaint Management
· Responsible for formal complaint intake and management at the Vice‑Presidential stage, including file initiation, documentation control, tracking, and status reporting.
· Responsible for coordinating investigations and appeals processes, ensuring adherence to policy, and timely progression of cases.
· Advises on institutional risk, escalation pathways, and sensitivity, drafting and issuing correspondence to complainants and respondents on behalf of the VP.
· Advises on emerging and high‑risk issues by monitoring campus discourse, student activism, and stakeholder feedback, and preparing briefings, options analyses, and talking points for VP decision‑making and intervention.
Budget & Financial Accountability
· Responsible for the annual budgeting process for the VP’s office and accounts, including planning, development, analysis, monitoring, reconciliation, and reporting.
· Holds delegated internal signing authority and is responsible for approving expenditures, expense claims, financial statements, and budget transfers within established limits and policy.
· Responsible for preparing annual budget submissions and ongoing financial forecasts for the VP’s office and related initiatives.
· Advises on budget variances, financial risks, and resource reallocation, providing analysis and recommendations aligned with portfolio priorities.
· Responsible for monitoring and reporting on the University’s central Legal budget and associated financial risks.
· Responsible for ensuring financial and policy compliance across all portfolio‑related expenditures and accounts.
Strategic Planning & Communications
· Advises on sensitive, high‑profile, and institutionally complex matters impacting People, Culture & Student Services, preparing strategic briefings, options, speech materials, and other related material.
· Responsible for collaborating with Communications to craft messaging that reflects the VP’s priorities and initiatives.
· Responsible for curating and managing the VP’s institutional and public image through visibility planning, participation in campus initiatives, student activism engagement, and community partnerships.
· Responsible for the VP’s digital presence, including website content governance, accessibility, and alignment with institutional branding and strategic priorities.
· Responsible for serving as Secretary to the Emergency Operations Control Group (EOCG), the Integrated Student Service Initiative (ISSI), and any additional committees for which the VP is Executive Sponsor or Chair, including agenda development, minutes, coordination of materials, and tracking of decisions and actions.
· Supports with research, environmental scanning, and preparation of presentations, reports, and summary materials in support of VP‑led and President‑level initiatives.
Education Required:
· Honours Bachelor’s Degree in a related field.
Experience/Qualifications Required:
· [bookmark: _Hlk188433579]Five (5) years of experience in an executive assistant or administrative role supporting a senior administrator.
· Demonstrated experience in budget development, financial monitoring, and fiscal management, with familiarity in accounting and budget systems and delegated approval processes.
· Advanced proficiency with MS Office (Word, Excel, Access), electronic calendaring, internet research, and digital file management systems.
· Strong organizational, analytical, and time‑management skills with the ability to prioritize and manage multiple competing demands in a fast‑paced, multifaceted university environment.
· Exceptional written and verbal communication skills, including the ability to craft and edit high‑level correspondence, speeches, and briefing notes, and to engage tactfully and effectively with diverse internal and external stakeholders.
· Demonstrated professionalism, judgment, diplomacy, and discretion in handling confidential, sensitive, and high‑risk matters.
· Proven ability to anticipate issues, analyze information, provide advice, and exercise sound judgment in complex or time‑sensitive situations.
· Experience supporting high-profile events, capital projects, or institutional initiatives, including coordination under tight timelines.
· Familiarity with legal documents, institutional policy frameworks, and compliance requirements.
· Demonstrated ability to work independently with initiative, resourcefulness, and a commitment to service excellence and continuous improvement.
· A satisfactory Criminal Record Check (Police Record Check) dated within the past six (6) months is required as a condition of employment.
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