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NON-MANAGEMENT JOB DESCRIPTION 

POINT RA TING EVALUATION PLAN 

Name Working Title 

I Assistant to the Executive Director

Position Number 

Present Class 

Reports to Position 
No., Class & Level Division, Branch/Unit 

Policy and Programs/ 
onse and Pro rams 

Ministry 

Mental Health and Addiction 

I Administrative Support 5
Requested Class 

I Administrative Support 5

Dept ID Program Code Project Code (if applicable) 

PURPOSE: Give a brief summary of the job; covering the main responsibilities, the framework within which the job has to operate and 
the main contribution to the organization (see Non-Management Job Description Writing Guide Pages 7-8). 

Reporting to the Executive Director of the Community Response and Programs, the Assistant to the Executive Director 
(AED) provides senior administrative support to the Executive Director, Directors and Branch staff. This includes liaising 
between the Executive Director's Office, Assistant Deputy's Office, Chief of Staff Office, other Branch or department 
units, and external stakeholders. All responsibilities are performed in accordance with legislative, policy, and procedural 
guidelines applicable to sector services and programs, and objectives established by the Executive Director. 

The AED coordinates the flow of information to and from the Branch and oversees the daily administration. This position 
includes monitoring, tracking and negotiating timelines on tasks, providing advice and direction on Action Requests 
(ARTS), correspondence, records management, Access to Information (A Tl) requests, and providing guidance on the 
implementation of department administration policies and procedures. This position also maintains Executive Directors 
calendar, solves meeting conflicts, coordinating briefing materials for meetings, scheduling meetings and appointments, 
making travel arrangements, providing forecasting and budget information, and complete P-Card/expense claim 
management in 1 GX. 

Other responsibilities of the AED are to coordinate Branch administrative needs such as computers, printers, and service 
requests, onboarding of new employees (forms, requests etc.) coordinating Branch events including booking facilities, 
arranging hosting, preparing meeting packages and speaking notes. The AED also is the main contact for HR related 
requests. 

As the senior administrative position in the Branch, the incumbent facilitates the delivery of administrative services to the 
Branch and supervises other administrative positions. A high degree of professionalism, interpersonal skill, coordination, 
and organization skills are essential to this position. 

RESPONSIBILITIES AND ACTIVITIES: The purpose of the job can be broken down in different responsibilities and end results. 
Each end result shows what the job is accountable for, within what framework and what the added value is. Normally a job has 4-8 core 
end results. For each end result, approximately 3-6 activities should be described (see Writing Guide Pages 9-10). 

Provide a high-level administrative support to the Executive Director and Branch Directors. 
• Manages all aspects of scheduling for the Executive Director including:

- Organizes and coordinates meetings and appointments for the Executive Director/Directors/Branch as
required including preparation of agendas and supporting materials, researching background information,
booking meeting spaces and video conferencing, and taking meeting minutes where required.

- Liaison with stakeholder groups and other Executive Director colleagues from other Ministries.
- Significant external stakeholder liaison with senior executives is required, requiring a high degree of

professionalism and tact.
• Monitor and track the Branch budget, including preparing the monthly forecast
• Complete and manage confidential HR documentation
• Ensures travel and accommodation arrangements are made and expense accounts are prepared and submitted in

lGX.

Cli!��tiQftli1 Protected A 2026/02/27 







-4-

KNOWLEDGE, SKILLS & ABILITIES: Include information on required diplomas and degrees along with identifying the most
important knowledge factors, including knowledge about practical procedures, administrative, technical or professional techniques, 
technical, scientific or program related processes, etc. Detail specific training if there is an occupational certification/registration 
requirement for the position. Specify the type of experience required for the position (see Writing Guide Pages 12-14). 

• Ability to maintain a high degree of accuracy in budget management and written work.

CONTACTS: Identify the main contacts the position communicates with and the purpose of the communication (See Writing Guide 
Pages 14-15). 

• Executive Directors - provide administrative supports, provide updates and reports on Branch administrative functions
• Offices of the Assistant Deputy Minister or Deputy Minister - to coordinate schedules, exchange and prepare

information; clarify requests
• Corporate services Branches (e.g., HR, Finance)- to provide information, receiving instructions and resolving

administrative issues, coordinate corporate functions as needed, liaise on corporate services and responsibilities such as
HR and ARTS service requests

• Branch administrative staff- supervise staff and work together to ensure consistent and high-quality services are
provided in compliance with current policies, processes and standards; coordinate and lead administrative projects as
directed

• Branch management team and staff - share information on behalf of the Executive Director; route information
requests as needed; provide guidance on administration as needed

• Stakeholders and the public - respond to enquiries; coordinate meetings; seek information on behalf of Executive
Directors as needed

• Vendors - provide instruction on maintenance requests; maintain sector supplies; coordinate provision of goods for
hosting purposes

SUPERVISION EXERCISED: List position numbers, class titles, and working titles of positions directly supervised (see Writing 
Guide Page 15) 

The position supervises 1-2 AS4 Administrative Support positions 

CHANGES SINCE LAST CLASSIFICATION REVIEW: Identify significant changes, that have impacted the responsibilities 
assigned to your position since the last review (see Writing Guide Pages 15-16). 

The description has been updated to reflect the evolution of the new Branch and its units to a functional alignment of work 
( e.g., planning, strate!!V/policv development and implementation). 

ORGANIZATION CHART: An organization chart that includes supervisor, peers and staff MUST be attached (see Writing Guide 
Page 17). 
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