
Job Posting 

Executive Assistant 

The North Island Crisis and Counselling Centre Society is dedicated to empowering people, helping them live 
their best lives by providing support, education and counselling services to all ages in the Mt. Waddington 
region. 

We are currently searching for an exceptional Executive Assistant to assist the Executive Director oversee the 
day-to-day operation of the Society at our main office in Port Hardy.  Successful candidates will have excellent 
computer skills and must be outcome-oriented. The ability to work in a fast paced environment with strong 
attention to detail is essential. You will be fully engaged and busy from the first day and we guarantee there 
will never be a dull moment. 

The position is 25 hours per week position although if the successful candidate has current, demonstrable 
skills in Sage 50/Simply Accounting, the position will be 35 hours per week.   

Salary and Benefits:  

$20/hour 

After a successful 3 month probation period, an excellent benefit package is also provided including extended 
health and dental plan, 3 week vacation, sick time and employer paid RRSP. 

 

KEY ACTIVITIES AND RESPONSIBILITIES 

1. Assist Executive Director, as needed, with the development and implementation of action plans, 
budgets.  

2. Participate and provide mentorship in the accreditation and quality improvement processes. 

3. Provide orientation to new staff members. 

4. Gather and summarize statistical, quarterly and annual reports from staff 

5. Assist with reporting requirements to funder 

6. Participate on the Quality Improvement Committee 

7. Provide administrative assistance to volunteer programs such as Hospice. 

8. Provides word processing and /or other related computer and office equipment support to staff 
members as required.  

9. Act as Receptionist on occasion. 

10. Develop posters, brochures, writing press releases, etc to promote the Society. 

The ideal candidate will have current experience with Sage 50 (Simply Accounting); if this candidate is found, 
the position will be 35 hours per week 

1. Performs a variety of accounting and bookkeeping duties such as: processing account payable (A/P) 
invoices and related documentation, including allocation, authorization, posting to General Ledger, etc.  

2. May perform or participate in other accounting related functions such as: benefits administration, 
revenue/expense financial statement preparation; preparation and submission of tax, deduction and 
other amounts to various agencies such as WCB. 

 



ABILITIES/SKILLS/KNOWLEDGE 

 Strong organizational skills that reflect ability to perform and prioritize multiple tasks seamlessly with 
excellent attention to detail 

 Very strong interpersonal skills and the ability to build relationships with stakeholders, including  staff, 
board members, external partners and donors 

 Expert level written and verbal communication skills 

 Demonstrated proactive approaches to problem-solving with strong decision-making capability 

 Emotional maturity 

 Highly resourceful team-player, with the ability to also be extremely effective independently 

 Proven ability to handle confidential information with discretion, be adaptable to various competing 
demands, and demonstrate the highest level of customer/client service and response  

 Demonstrated ability to achieve high performance goals and meet deadlines in a fast paced 
environment 

 Forward looking thinker, who actively seeks opportunities and proposes solutions  

 Demonstrated computer skills, especially related to use of Simply Accounting, Microsoft Word, Excel, 
and Publisher. 

 A background in Social Service is a significant asset 

 

Email resume and covering letter (.doc, .pdf, or .rtf format) to Althea Vermaas, Executive Director @ 
altheav@nicccs.org    Deadline for applications:  May 31, 2016, 5pm. 

mailto:altheav@nicccs.org

