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Job Title:  Executive Assistant  

Department:  Campus Wellness 

Reports To:  Executive Director, Campus Wellness 

Jobs Reporting: None 

Salary Grade: USG 7 

Effective Date: September 2024 

 

Primary Purpose 
 

The Executive Assistant to the Executive Director (ED), Campus Wellness (CW) is responsible for 
maintaining the Executive Director’s daily schedule and itinerary and for providing overall administrative 
assistance in respect of all activities in the Executive Director’s area of responsibility, allowing the ED to 
focus on strategic leadership. This includes the provision of organizational, secretarial, and administrative 
support as needed, while recognizing the emergence of problems and issues that require the attention of 
the Executive Director. 
 

Key Accountabilities 
 

Executive Administrative Support to the Executive Director: 

• Provides strategic planning support, advice, options, recommendations to support decision making. 

• Makes decisions regarding all aspects of the Executive Director’s calendar based on the Executive 
Director’s priorities, timelines, and objectives to ensure the Executive Director’s time is being used 
effectively.  

• Acts as a point of contact between the ED and the Senior Management Team to ensure the 
effective flow of information. 

• Exercises judgement in determining whether issues or requests for meetings/events are appropriate 
or best referred elsewhere.  

• Maintains a bring-forward system to ensure all matters of priority are brought to the attention of the 
ED for response in an effective, timely manner. 

• Keeps the ED well-informed of sensitive issues related to meetings or events.  

• Ensures the ED is fully prepared and supported for meetings, events, and other engagements by 
means of briefing notes, documents, speaking notes, attendee listing and agenda items, etc.  

• Records, edits, and distributes meeting minutes, focusing on action items. 

• Prepares and organizes support materials required by the ED by researching, analyzing, composing 
and/or synthesizing and formatting documents. This includes researching websites for relevant 
information prior to internal or external meetings that the ED will be chairing or attending. 

• Reviews and approves all internal CW communication.  

• Coordinates, schedules and sends internal communications within CW on behalf of the ED (ex. CW-
wide emails) 

• Proactively offers advice regarding meetings and events that should be initiated by the ED.  

• Tracks and ensures appropriate follow-up occurs on outstanding items requiring the ED’s attention. 

• Takes the initiative to draft correspondence for the ED. 

• Coordinates travel arrangements, completes travel claims, and manages the Executive Director’s 
itinerary including the provision of appropriate documentation. 
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• Allocates purchases to appropriate accounts and work orders through UW financial systems  

• Maintains files, correspondence (paper and email) and retrieval system for the Executive Director. 

• Assists ED in data-gathering and report preparation. 

• Gathers financial information to support budget preparation and evaluation for the Executive 
Director. 

• Provides support to various special projects/CW events as assigned by the Executive Director. 

• Reviews feedback submission forms and forwards to relevant units within CW, ensuring response is 
provided and appropriate action has been taken to final resolution. 

• Liaises with Legal and Immigration Services in respect of privacy policies and creation/renewal of 
contracts/service agreements (ex. Canadian Mental Health Association Waterloo Wellington, Sexual 
Assault Support Centre, QHR (Electronic Health Record)). 

• Creation of and maintenance of affiliation agreements for interns in Counselling Services. 

Human Resource Management Support 

• Responsible for consistent application of policies and best practice as it relates to human resource 
issues and structure changes; develops and implements staff plans in consultation with the 
Executive Director. 

• Oversees the recruitment and evaluation of casual and temporary employees, including clinical staff 
employees 

• Manages payment and termination of casual and temporary employees, including clinical staff 
employees 

• Supports development of staff job descriptions as directed by the ED. 

• Create iCIMS requisitions for all hiring requests. 

• Partner, provide guidance/advice and support the ED with solutions for filling staff vacancies, during 
the recruitment process and advise on best practices. Preparation of interview questions and 
documents along with participating in interviews may be required. 

• Manages the hiring process for senior positions (ex. coordinating interview scheduling, reserving 
rooms, creating MS Teams meetings); coordinating with staff members who manage staff 
schedules, as directed by the Executive Director. 

• Ensure completion of Vulnerable Sector Checks for hiring managers who are responsible for 
temporary staff (ex. independent contractors, residents, interns, volunteers – Campus Response 
Team (CRT)) 

• Coordinates the recruitment of students, as casual employees, to be members of the CW Student 
Advisory Committee 

• Coordinates training and development programs for staff as required. 

• Acts as delegate in Workday for the Executive Director. 

• Manage, complete, and ensure a seamless offboarding process for complex terminations. Such 
offboarding must be meticulously planned and executed and will involve highly confidential 
information. Work with the ED and HR to complete a transition plan which may include knowledge 
transfer sessions. 

• Manage and monitor adherence to policies and procedures in all human resources operations and 
activities (e.g., privacy and retention) and ensure appropriate advice is sought and reviewed on 
sensitive issues. 

• Ensure the effective management of confidential and highly sensitive information. 

Committee Support 

• Manage all tasks in relation to confidential committee meetings with senior leaders - Senior 
Management, Leadership Team, Complex Care Team 

• Provides support and liaison to campus-wide committees as required and as directed by the 
Executive Director. 
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• Maintain membership lists, mailing lists, and shared document access. 

• Follow-up on relevant business and ensure preservation of records. 
 
*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 

• University degree or equivalent post-secondary education and/or experience required. 

Experience 

• Minimum of five to seven years of administrative experience supporting senior management, 
preferably in a post-secondary setting. 

• Experience providing confidential executive administrative support. 

• Proficiency in minute-taking for large group meetings. 

Knowledge/Skills/Abilities 

• Superior written and verbal communication skills, highlighting ability to synthesize meeting 
discussion into clear and concise minutes. 

• Maintains utmost tact, diplomacy and confidentiality. 

• Highly developed customer service skills; ability to communicate comfortably with warmth and 
professionalism; excellent mutual delegation and teamwork skills. 

• Excellent organization and time management ability; detail-oriented with experience managing 
multiple concurrent priorities; self-motivation, initiative, flexibility, and responsiveness. 

• High level of maturity and empathy; dealing with sensitive and confidential information with 
sensitivity and integrity. 

• High level of maturity and Empathy handling sensitive and confidential information with integrity. 

• Exceptional verbal and written communication ability including the preparation of briefs and 
summaries. 

• Intermediate experience with online calendaring and email systems and proficiency with Microsoft 
Office (PowerPoint, Excel, and Word). 

 
Nature and Scope  
• Contacts: Communicates regularly with stakeholders across campus from all levels of the 

organization, representing the department with strong interpersonal skills and a focus on client 
service. Sensitivity to the diverse population on campus, often working with confidential and sensitive 
information requiring a mature and professional demeanor.  Externally, contacts partners or potential 
partner organizations to obtain, clarify and discuss information.  

• Level of Responsibility: The EA must possess good judgement, initiative and flexibility to adapt to 
competing tasks with minimal supervision, working with a high degree of autonomy on matters related 
to students and CW staff, and other procedural matters. They are expected to be proactive in advising 

the ED of pending deadlines and to follow up with both the ED, and senior leaders as appropriate.    
• Decision-Making Authority: Problem solving is a critical skill for this position. Unexpected issues 

and/or conflicts may arise and the incumbent must be capable of analyzing problems and quickly 
solving issues. Makes decisions with respect to most efficient use of ED’s time (i.e. meetings, events, 

travel) and seeks advice when required. Is expected to work independently carrying out all tasks. 
• Physical and Sensory Demands: Minimal demands typical of an administrative position within an 

office environment  
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• Working Environment: Risk of exposure includes airborne and contact-based illnesses; risk of 
exposure to occasional challenging and complex situations, including sensitive client/staff interactions 
typical of a frontline staff position. Located indoors in a comfortable, fast-paced office environment 
populated by clinical, administrative staff, as well as clients (University of Waterloo students, staff, 
faculty, and student family members). There may be unusual hours or schedules, multiple and/or tight 
deadlines beyond one’s control and frequent interruptions (e.g. phone calls, e-mails, unplanned but 
urgent support requests, varying student volumes at different times of year). Position requires flexibility 
to occasionally shift working hours to include evenings.   


