
 

POSITION DESCRIPTION 

Title:    Executive Assistant 
Type:    Permanent Full Time 
Reporting to:   President & CEO (CEO) 
Location:   CFTC Head Office, Toronto 
Suggested Start Date: September 2015 
 
Canadian Feed The Children (CFTC) envisions a world in which children thrive, free of poverty. 
For over 25 years, CFTC has been working with local partners around the world. The 
organization currently operates in Uganda, Ethiopia, Ghana, Haiti, Bolivia, and across Canada, 
to deliver meaningful, high-impact, sustainable programs in the areas of food security, education and 
capacity-building. 
 

Executive Assistant 

In recent years CFTC has elevated its governance to best practices. We are currently seeking a 
motivated and passionate professional to fill the important role of Executive Assistant to 
continue to raise the bar.  

This position requires a high level of professionalism, attention to detail, flexibility, 
confidentiality, research and negotiating skills, diplomacy and tact, along with the ability to work 
well independently and as part of a team.  

Reporting directly to the President & CEO, the Executive Assistant will interact closely with the 
CFTC Board of Directors, Board Committees, the Senior Management Team and the CFTC 
Global Team across international programs, communications, development and finance.   

The Executive Assistant will be a strong communicator and demonstrate strong team spirit and 
a commitment to results aligned with the CFTC organizational values and vision.   

Position Summary 

The primary role of the Executive Assistant is to provide organizational, administrative and 
communications support for all governance activities including governance reporting, Board and 
Committee meetings, document development and management related to the Executive Office 
and Board of CFTC.  The successful candidate is also responsible for ensuring the CEO’s 
Office operates in an effective and well-organized manner.  

The Executive Assistant manages highly confidential information and follows up on priority 
matters with a high degree of independence and initiative. This individual has a demonstrated 
ability to work under limited direction, to exercise good judgment and to have fun in the process! 



 

Responsibilities 

 Organizes and prepares agendas, pre-meeting materials, committee reports and 
meeting arrangements for the Board of Directors’ meetings, AGM and Committees. 

 Attends required meetings to act as recorder preparing concise, accurate minutes from 
each meeting and ensuring action registers and follow-ups are proactively addressed. 

 Prepares complex documents, presentations and reports using a variety of software and 
presentation programs. 

 Maintains excellent corporate records as required. 

 Manages Board-related segments of the website, and other related online properties. 

 Manages CFTC’s membership status and renewals in relevant associations. 

 In conjunction with the CFO/CAO, ensures that CFTC’s records are maintained as 
required by law and made available when required by authorized persons. 

 Represents the office of the President & CEO in a professional manner. 

 Provides administrative support to the President & CEO and senior team.  

 Organizes orientation for new Board directors and staff. 

 Spearheads and co-ordinates projects within her or his area of expertise. 

 Provides communications and special project support as required. 

Qualifications/Skills 

 Outstanding organizational skills with exceptional attention to detail. 

 Highly motivated and proactive self-starter with demonstrated ability and passion to 
support a high productivity, professional, team-oriented environment. 

 Demonstrated experience working with Boards and managing all facets of Board 
governance to a high and consistent standard.  

 Highly developed interpersonal skills with the ability to work effectively with all levels 
of staff, volunteers and external stakeholders. 

 Excellent problem-solving and analytical skills. 

 Maintain and demonstrate discretion and sound judgment at all times.  

 Superior written and oral communication skills. 

 Willingness to work flexible hours as required. 

 Excellent administrative and computer skills including demonstrated advanced 
proficiency in MS Word, Excel, PowerPoint and Adobe Acrobat. 

 A post-secondary degree, diploma or certificate in business administration, office 
administration, communications or equivalent. 

 Minimum five (5) years of experience, preferably in a not-for-profit setting. 



 

Application procedures 

Interested candidates should submit a CV and covering letter addressed to the President & 
CEO.  The cover letter should clearly state how the candidate’s skills and experience have 
prepared him or her for success in the position.  

Applications should be sent electronically to jobs@canadianfeedthechildren.ca with the name 
of the position in the subject line.  Deadline for applications is July 31, 2015, 5pm Eastern.  
Interviews will be scheduled shortly thereafter. 

NOTE: All candidates are thanked for their interest in CFTC; however only those selected for an 
interview will be contacted. 
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