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!Describe: Basic Job Details
Position 

New 

Position ID Position Name 30 characters 

Common Government 

l
.-

_ _ _ _ _
------------------. Executive Assistant 

Requested Class 

I Administrat ive Support 5 
�Jo_ b_F_ o _cu_ s _________________ � �S�up�e_rv_is_o�ry_L_ev_ e _l ---------------�

�lo�p _e _ra _t _io_n_s_/_P _ro�g�ra_ m ____________ �I �lo_o _-_N_o_Su�p_e _rv_1_·s _io _n ____________ � 
Cost Centre Program Code: (enter if requ ired) 

l�H_W_/ P_r_o_v_id_ e_r_C_o _m�p_e _n_s_at_ i _o _n _O�p�e_r_a _t _io_n_s _____ �I 
0 Current organizational chart attached?

S upervisor's Position ID S upervisor's Position Name (30 characters) S upervisor's Current Class

 __ �                      1 �I  Ex_ e_c _ut _iv_ e _D_ir_e c_ t _or ______ �I �I E_x _e c_ u _t i _ve_M_ a_ n_a�ge_r _1 ______ �I 

!Design: Identify Job Duties and Value
Job Purpose and Organizational Context
Whv the iob exists:

This position provides direct senior administrative support to the Executive Director (ED) of the Provider

Compensation Operations Branch and is responsible for assisting the ED in the effective and efficient

operation of the branch.

This position also functions as the Office Coordinator providing daily administrative support to the branch.

The position demands strong interpersonal skills and the incumbent must exercise independent judgment, set

priorities and make decisions in a fast paced and complex working environment. It also provides guidance

and direction to the Administration Team .. The incumbent ensures coordination and continuity in the absence

of the ED. This position is also responsible for all office administration policies and procedures, overseeing

action requests, preparation of briefing materials, coordination and tracking of activities related to the

business of the branch, administration and coordination of financial activities including quarterly forecasts;

monthly time sheets and special projects as required by the ED. The ability to action and produce high quality

services under tight time lines is essential.

Responsibilities
Job outcomes 4-6 core resu lts , and for each outcome, 4-6 corres ondin activities:

Correspondence Management:
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