
 

  

 Career Opportunity  
 

Executive Assistant 
 (Full-time) 

Parkinson Canada, Toronto, ON 

 

Our Mission 

Parkinson Canada is the voice of Canadians living with Parkinson’s disease. Our purpose is to transform 
the lives of people living with Parkinson’s. We do this through research leading to the end of 
Parkinson’s, advocacy bringing the voices of Parkinson’s to the forefront and support that helps people 
live well with Parkinson’s through education and services. 
 
What We Need:  
We seek a candidate with strong executive level administrative, communication, and people skills. The 
qualified candidate will demonstrate decision making capabilities including considerable judgment and 
independence to coordinate complex administrative, logistical and secretarial support.  The incumbent 
will also be required to maintain confidentiality and interact professionally with colleagues, volunteers 
and the general public, while keeping our vision of a better life with a brighter future for Canadians 
living with Parkinson’s today, a world without Parkinson’s tomorrow.  Bilingual in English and French is a 
strong asset.   
 
Job Responsibilities: 

 Provide high level executive support to the CEO, the VP Integrated & Shared Services and Executive 
Team; 

 Proactively manage daily calendar by booking meetings, rooms and resource equipment; 

 Provide briefings with appropriate documentation to ensure efficient use of CEO’s time; 

 Prepare travel schedules and make travel arrangements including flights, hotels, etc.; 

 Prepare complex correspondence, memos, agendas, minutes, reports, PowerPoint presentations, 
tables, charts and spreadsheets; 

 Respond to calls, refer and/or redirect calls, e-mails, or visitors as required; 

 Review all documents, reports, and correspondence prepared for executive signatures ; 

 Complete expense reports and invoices; 

 Provide administrative support to the Parkinson Canada Board of Directors and its committees, and 
Parkinson Canada Members; 

 Ensure all requirements of Parkinson Canada bylaws are met; 

 Maintain and archive Board records (hard and soft copies) to satisfy legal and audit requirements; 

 Maintain and effectively manage internal processes for Board recruitment; 

 Plan, schedule and manage logistics related to internal and external meetings and events (i.e., order 
catering, determine audio-visual requirements, recruit volunteers, organize video/teleconference 
needs, distribute agendas and materials in advance of the meetings, etc.); 

 Manage the Board Extranet and ensure all materials are uploaded and relevant;   

 Manage and implement the Annual Board Awards process; 

 Attend all relevant Parkinson Canada Board Meetings and Board Committee Meetings and is 
responsible for minute taking; 

 Support Management Team as required; 

 Maintain internal and external stakeholder confidence and protect the organization by modeling 
confidentiality and professionalism; 



 

  

Qualifications: 

 Bilingual in English and French a strong asset; 

 Minimum of five years’ direct relevant experience, preferably in a not-for-profit organization; 

 University degree or college certificate in administration is preferred; 

 Strong internal and external relationship management skills, ability to interact and work; 
professionally and effectively with key stakeholders, leadership volunteers and staff at all levels; 

 Ability to provide support to the governance function by facilitating and working effectively with the 
board and its committees, including document production of briefing papers, board materials, etc. 

 A commitment to collaboration and a joint-accountability approach; 

 Strong negotiation skills, influencing, consensus building and persuading; 

 Strong customer service skills; 

 Proven ability to plan effectively, meet deadlines and seek out or develop innovative solutions to 
support planning and execution of work; 

 Demonstrated ability to understand and assess priority of all requests to effectively triage issues, 
concerns and challenges;  

 Professional minute taking skills; 

 Superior written and oral communications skills; 

 Excellent attention to detail;  

 Ability to handle confidential information with discretion; 

 Knowledge of electronic and paper-based document management systems;  

 Strong computer and technical skills (proficient with MS Office Suite-Outlook, Word, Excel, Power 
Point and Sharepoint); 

 Technical literacy with internet research tools and social media platforms; 

 Resourceful, flexible, takes initiative; 

 Ability to consolidate information and generate concise reports;  

 Extensive experience working with and supporting volunteers and volunteer committees; 
 Ability to be a liaison between various areas of the organization and the executive office. 

 
If you are interested in joining a dynamic team that makes a tremendous difference in the lives of 
Canadians living with Parkinson’s, please send your résumé in confidence, stating salary expectations by 
4:00 p.m. on Wednesday, January 31, 2018.   

 
Human Resources 
Parkinson Canada 

4211 Yonge Street, Suite 316 
Toronto, Ontario M2P 2A9 

E-mail: human.resources@parkinson.ca 
Please quote Reference # EA-0119-18-W 

 
 
Parkinson Canada is an Equal Opportunity Employer in accordance with the Accessibility for Ontarians with 
Disabilities Act, 2005 and the Ontario Human Rights Code.  Parkinson Canada will provide accommodations 
throughout the recruitment and selection and/or assessment process to applicants with disabilities.  We thank all 
candidates for their interest, however, only those selected for interviews will be contacted.  Please indicate 
accommodations as required if contacted. 
 
 


