
Executive Assistant
Position application deadline:  October 8, 2021
Full time:  Associate with benefits (1-year contract with possible renewal)
Work Days: Monday to Friday, 35 hrs/week
Location: Virtual work from home (within Canada)

The Canadian Council for Youth Prosperity (“CCYP”) is a national, non-profit,
cross-sector collaboration of community and corporate leaders, driving coordination
and boosting the infrastructure that supports the youth workforce development
ecosystem.  We facilitate youth integration into the labour market and support
Canada’s evolving sectors, the coordination of an effective, sector-informed and
accessible system of resources to support partners, and implementing
programming to support the youth workforce. The Canadian Council for Youth
Prosperity is funded by the Government of Canada’s Employment and Social
Development Canada, Youth Employment Skills Strategy.

Opportunity Summary
Reporting to the Executive Director (“ED”), the Executive Assistant provides
direct support to the ED and project team.  Key responsibilities:

● Performs a variety of administrative and clerical tasks, financial and
human resources administration; this involves professional support to the
ED & the core team.

● Acts as the point of contact among our leadership team, team members,
Board, Council, and other external partners.

● Supports the ED with any projects and fundraising activities.
● Formats information for internal and external distribution; including emails,

presentations, and reports.
● Screen and direct phone calls and distributes correspondence.
● Acts as a “gatekeeper” and strategically manages the ED’s time with

respect to priorities, goals, and objectives.
● Organizes other administrative work and ad-hoc tasks as required.

Superior organization and time management skills will be a requisite.
● Conserves executive’s time by reading, researching, and routing

correspondence; drafting letters and documents; collecting and analyzing
information; and initiating telecommunications.



● Maintains executive’s appointment schedule by planning and scheduling
meetings, conferences, teleconferences, and travel (if necessary)

● Keeping the executive’s calendar up-to-date, including adding events and
rescheduling appointments

● Represents the executive by attending meetings in the executive’s absence
and speaking for the executive (if necessary)

● Take minutes during meetings
● Conducting research and creating reports on various topics based on the

needs of the executive
● Maintaining a high degree of discretion and confidentiality
● Understanding and keeping up-to-date with the business’ organization

structure, policies, goals, and objectives
● Preparing presentations, documents, and other reports.

Education and Experience:

● Post-secondary education in office administration or combined education
and experience equivalent.

● Bilingualism an asset.
● Candidate must have a stable WIFI connection to work from home.

Skills and Knowledge:

● Knowledge of not-for-profit organizations considered as an asset.
● Proficiency with technology, including the ability to work efficiently

and effectively using multiple software platforms (Excel, PowerPoint,
Google Docs/GSuite, Adobe Acrobat & databases), and other
programs as required.

● Superior writing, grammar and editing skills to communicate
effectively with a variety of audiences.

● Highly resourceful/pro-active 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 client service and response.

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

● Successfully completes critical aspects of deliverables with a
hands-on approach, including drafting acknowledgement letters,
personal correspondence, and other tasks that facilitate the ED's
ability to effectively lead the company.



Application Deadline: October 8, 2021 @ 5:00pm
● Please apply by:

o Sending your cover letter and resume to: info@ccyp-ccpj.org

CCYP is an equal opportunity employer and prohibits discrimination and harassment 
of any kind. We are committed to providing employment accommodations in 
accordance with the Ontario Human Rights Code and the Accessibility of Ontarians 
with Disabilities Act.  Please let us know if you require an accommodation.  CCYP 
offers flexible work/life balance options.

We thank all applicants for their interest, however only those candidates selected for 
interviews will be contacted. Please no phone calls.

We look forward to reviewing your application!


