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Date:   August 27, 2018 
 
Position:  Executive Assistant 
 
Status:   Full time out of scope position (non-unionized) 
 
Reports to: Executive Director – Canadian Mental Health Association  
 Manitoba Division and Winnipeg Region 
 
________________________________________________________________ 
 

The Opportunity  
 
Executive Assistant who will coordinate the operation of the Executive Office and provide 
administrative support to the Division/Region Board and National Strategic Priorities.  
The role also provides administrative support, including some bookkeeping duties as well 
as oversight to financial reporting to various funders.  
 
A dynamic workplace where team members are mission driven and passionate about the 
work of the organization with opportunity for development and to be your best self at work.  
The 35 hour/week position functions in an office environment using the usual office 
equipment and programs, e.g. computer, printers, photocopier, facsimile, Microsoft Office 
Professional and Quickbooks accounting software.  There are no unusual physical 
demands for the position.  Some evening and weekend work may be required in order to 
support quarterly Board meetings and other strategic partnership meetings and in 
accordance to Executive Director and Senior Director of Programs and Operation’s 
schedules.  Performance shall be reviewed annually. 

 

 

Principle Responsibilities: 
 
1. Provides scheduling and administrative support to the Executive Director and the 

Senior Director of Programs and Operations, including: organizing and maintaining 
contact lists, files, records and reporting statistics; sorting, prioritizing and routing 
email/mail/phone-calls; screening and responding to enquiries from media and the 
public; formatting outgoing correspondence, memos and reports and distribution of 
same; setting up meetings, arranging refreshments if required, and taking and 
distributing minutes if requested; organizing travel arrangements and filing 
expense claims upon receiving travel receipts; ensuring confidentiality of relevant 
files and correspondence, and maintains files both in hardcopy and electronically. 
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2. Provides administrative support to the CMHA Manitoba and Winnipeg operations 
and divisional supports, regional, provincial and national committees aligned with 
strategic priorities and it’s committees by responding to requests for information; 
maintaining up-to-data contact lists; maintaining files and records related to the 
committee activities (by-laws, terms of reference, minutes, reports); coordinating 
meeting times, booking meeting rooms, arranging for refreshments; and preparing 
agendas for meetings, taking minutes at meetings, coordinates mailings and 
strategic communications.  

 
3. Provides executive support to working groups and strategic partnership 

development including the synthesizing of key documents, preparation of briefing 
notes and supporting the development of communication products. 

 
4. Provides support to bookkeeping functions, assisting with accounts payable and 

receivable as well as oversight to scheduling of all financial reporting 
requirements. 

 
5. Other duties as assigned. 
 
 

Skill Based Competencies: 
 
The position requires:  

- a post-secondary degree/diploma in Business Administration and/or equivalent 

experience;  

- a minimum of seven years’ experience in relevant role;  

- well-developed administrative/management skills to organize, administer, enhance 

office support functions;  

- ability to exercise good judgment and work with sensitive, critical and confidential 

matters;  

- understanding and ability to provide oversight to bookkeeping and financial 

reporting requirements including managing cheque requisitions: 

- 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 in a professional and collaborative manner ; 

- professional written and communication skills with proven ability to communicate 

effectively with all organization levels including staff, funders, volunteers, and other 

partners;  

- superior skills in Word, Excel, PowerPoint and electronic filing systems, with an 

aptitude and willingness to learn new software and other relevant applications and 

technical/ office equipment at an intermediate level; 

  



 

 

930 Portage Avenue 
Winnipeg, Manitoba  R3G 0P8 

Tel (204) 982-6100 
Fax (204) 982-6128 

email:  office@cmhawpg.mb.ca 
www.mbwpg.cmha.ca 

- ability to develop briefing notes and identify options and/or recommendations to 

resolve issues 

- superior organizational skills that reflect the ability to perform and prioritize multiple 

tasks seamlessly with excellent attention to detail; 

- ability to work effectively both independently and as part of a team; 

- self-directed with ability to manage multiple priorities while being results oriented 

and efficient  

- familiarity with the role and responsibilities of charitable association and its Board 

of Directors; 

- demonstrated interest in the work of non-profit organizations in general and the 

health or mental health sectors in particular; 

- demonstrated ability to achieve high performance goals and meet deadlines in a 

fast paced environment. 

 

Behavioural Competencies: 
 

- Teamwork/Collaboration 

- Interpersonal Communication 

- Initiative and self-starter 

- Innovative and creative 

- Time Management 

- Basic bookkeeping and financial administrative skills 

- Adaptability 

- Organizational Commitment 

- Effective Communicator 

 

Direct Reports: 

 
This position has no direct reports but will work closely with the Office Manager in support 
of preparation for Board meetings and agency administrative requirements and logistics, 
works closely with Finance Manager and supports accounting and financial reporting.  
 
 

Salary:  

 
Compensatory with experience and education.  A comprehensive benefit and pension 
package. 
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For more information and to apply visit http://mbwpg.cmha.ca/connect/employment/  
 
Please submit your resume by Friday, September 21, 2018, to Marion Cooper, Executive 
Director, CMHA Manitoba and Winnipeg, 930 Portage Ave R3G 0P8, or fax to 204-982-
6128, email office@cmhawpg.mb.ca.  
 
We welcome all applications but only those being interviewed will be contacted. 
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