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Job Title:  Executive Assistant 

Department:  Dean of Science Office 

Reports To:  Faculty Administrative Officer 

Jobs Reporting: None 

Salary Grade: USG 7 

Effective Date: July 2023 

 

Primary Purpose 

The Executive Assistant provides a wide range of administrative support within the Office of the Dean of 
Science.  They are the first point of contact for faculty, staff, students and visitors and provide direction 
and guidance on routine administrative and operational functions in the Faculty of Science.   
 
This role serves as Executive Assistant to the Dean and Associate Deans (e.g. Research and Co-op) as 
required.  The Executive Assistant must be fully aware of the Dean’s schedule and priorities, including 
travel commitments and speaking engagements, be prepared to make rapid changes to arrangements, 
and to alert the Dean to potential scheduling conflicts and priorities.  The demands placed on the Dean 
are such that they rely on the Executive Assistant to carry out the duties of the position with little direction 
and supervision but keeping them constantly informed.  The Executive Assistant must maximize the 
Dean’s time by strategically planning and scheduling their time and ensuring they are kept on schedule.  
They must have the ability to assess unexpected situations that may require the Dean’s immediate 
attention and modify the Dean’s schedule as required. 
 
This role is also responsible for processing and review of non-faculty appointments, i.e. postdoctoral 
fellows and research associates. 
 

Key Accountabilities 
 

Manage Dean’s priorities 

• Quickly adapt to and learn priorities of the Dean. 

• Handle complex situations as they arise with speed and discretion, including need for urgent 
meetings and changes to detailed arrangements involving numerous other parties; tactfully 
communicate to other parties when schedules and priorities change. 

Manage Dean’s calendar bookings 

• Maintain the Dean’s calendar, schedule all appointments and meetings for the Dean; proactively 
manage the calendar to include requirements of the Dean’s external activities, including stakeholder 
relationships and community events. 

Office Administration and Client Service 

• First point of contact for the Dean of Science Office – engages with visitors and requests for 
information.  Assesses requests and provides direction or seeks additional information.  Manages all 
situations with the utmost professionalism, confidentiality, and discretion. 

• Preparation of letters of appointment for Non-Faculty Appointments (Postdoctoral Fellows and 
Research Associates). 

• Initiates travel claims and honorarium payments for external examiners to support the Science 
Graduate Studies Office. 

• Facilitates updates to web content for Dean of Science pages.   
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• Manages bookings for Dean of Science conference rooms (B1 266 and STC 2002) including access 
and key control. 

• Manages Dean of Science visitor parking spots. 

• Issues key permits for Dean of Science Office and maintains records and key control. 

• Contact person for Point of Sale (POS) terminal in order to process key deposits/refunds, etc. 

• Updates and maintains electronic mail distribution lists and distributes faculty-wide notices as 
appropriate. 

• Maintains inventory of office equipment and supplies. 

• Provides technical support for photocopiers and printers. 

• Prepares shipping requests, surplus declarations and arranges for disposal of confidential material 
and shredding. 

• Prepares specific work requests for Dean of Science Office.  These include changes to office 
signage, locks, maintenance, and painting.  Assists personnel with transfer of offices. 

 

Administrative Support to Senior Staff, Dean of Science Office 

• Provide secretarial and administrative support for senior staff including Executive Officer and 
Faculty Financial Officer. 

• Facilitates communication and approvals process for hiring under the Work-Placement program.   

• Updates and confirms records related to teaching credit, teaching activity by unit and additional 
annual activity records as required. 

• Initiates hiring of casual staff through Workday and serves as timekeeper.  

Support to Associate Dean(s) 

• Serves as primary administrative support for the Associate Dean Research.  Manages mail lists and 
scheduling of meetings. 

• Provides support/minute taking at meetings by documenting decisions and action items.  Under the 
direction of the Associate Dean Research, conducts follow-up activity. 

• Manages Dean of Science Emergency Fund. 

• Coordinates with the Research Development Officer (Science) with respect to dates for major grant 
applications.  Awareness of timelines used to help facilitate timely submissions to the Office of 
Research. 

• Maintains records of grant submissions (electronic cover sheets) and other records as directed by 
the Associate Dean Research. 

• Schedules meetings on behalf of the Associate Dean Co-operative and Experiential Education and 
Computing. 

 
*All employees of the University are expected to follow University and departmental health and safety policy, 
procedures and work practices at all times. Employees are also responsible for the completion of all health and 
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that 
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.  
 

Required Qualifications  
 

Education 

• Post-secondary diploma or equivalent education and experience. 

Experience 

• 5 years of experience in a client-facing administrative support role and/or executive level 
administrative support. 

• Experience in an academic environment preferred. 
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• Experience using independent judgement and handling confidential information. 

Knowledge/Skills/Abilities 

• Excellent communication (oral and written); interpersonal, organization and time management skills. 

• Proven aptitude for attention to detail and accuracy. 

• Ability to handle sensitive and confidential information with discretion. 

• Proven ability to manage concurrent projects with competing deadlines and priorities. 

• Ability to work independently and as a team player in a busy environment. 

• Knowledge of University Policies and procedures an asset. 

• Ability to change direction swiftly, manage multiple tasks simultaneously amid several distractions, 
and be flexible to changing schedules and workload. 

• Intermediate level experience with MS Word, Excel, and PowerPoint required.  Experience using 
SharePoint an asset.  Experience with WCMS preferred. 

 
Nature and Scope  
• Contacts: Internal:  Offices of the UW President; UW Vice Presidents and Provost; Deans of other 

Faculties; Associate Deans of Science; academic units within the Faculty of Science; service units; 
faculty, staff and students within the Faculty of Science; Human Resources; Finance; Office of 
Research.  External:  Within the scope of the duties of the position, Deans and other executives from 
other Universities; guests of the Faculty of Science; donors or potential donors to UW; members of the 
community at large.  

• Level of Responsibility: This position acts as the first point of contact for the Dean, Faculty of 
Science.  The incumbent requires minimal supervision and is independently responsible for their work. 

• Decision-Making Authority: The position requires sound judgement, a high degree of autonomy, 
initiative, and flexibility.  Independently answer and resolve routine inquiries and issues; propose 
solutions to complex problems with guidance from manager. 

• Physical and Sensory Demands: :  Minimal demands atypical of an administrative position within an 
office environment. 

• Working Environment: Regular working hours.  Some evening or weekend work may be required in 
exceptional circumstances. 


