
Executive 
Assistant

Drug Free Workplace
Equal Opportunity Employer

Th e Corporation of Hamilton is excited to off er  this challenging and 
rewarding opportunity for  the role of Executive  Assistant. If you are a 
dynamic,  approachable, energetic, and social person  who  loves complex 
challenges  and enjoys  engaging with the community and staff  to meet the 
overall  company  Strategic objectives, this is the role for  you.

Responsibilities:
- Provide  support to Senior Executive  as directed and in a timely  

manner
- Coordinates complex scheduling and extensive calendar  management
- Manages, mail, email, telephone calls, travel  arrangements, and client 

management
- Prepare  meeting agendas,  perform research  for  meetings,  take  notes  

and produce
- minutes for  management team.
- Coordinate internal and external meetings,  presentations and catering 

when required.
- Prepare  reports, presentations, and data, as well as maintain  fi les, 

records  and correspondence for  management, council,  and committee 
meetings

- Liaise with  internal and external stakeholders to manage  
communications on various  projects and tasks

- Plan and execute various  task related  projects, administrative support 
and coordination for special programs including  the Unsheltered 
Population  project

- Maintain and schedule  all charitable Tag Days within the City.
- Ensure that the offi  ce  operates effi  ciently including  ordering of supplies
- Perform  reception duties  such as answering  phones  and greeting 

customers where  necessary
- Any other  duties  as required for  the effi  cient running  of the 

organization

Knowledge, Skills and Experience:
- Associates  Degree  in Business or related  fi eld  (or equivalent 

experience)
- Secretarial or Administrative Diploma or Certifi cation
- Minimum of 5 years proven experience as executive assistant or 

relevant administrative support for  Senior Executive  or Director
- Profi ciency in all MS Offi  ce  Suite (knowledge of Great Plains a plus)
- Excellent Verbal  and Written communication skills
- Proactive  approach to problem solving  with  strong  decision-making 

skills
- Familiar with  Municipal  Law or experience with policy  creation and/ 

or review  a plus
- Solid organizational skills with  keen  attention to detail
- Minute taking experience at an Executive  Level
- Ability  to maintain  confi dentiality
- Good physical  condition to be able to cope  with demands  of the role
- Vehicle  driving license a plus

If  interested in applying or  to  view  the  complete job  description, please  
visit www.cityofh amilton.bm and click the Employees  tab under  the About 
link on the home page.

Closing date: November  8, 2021

For any questions  or comments  please email  careers@cityhall.bm
Disclaimer:   No personal  information will be shared  with  any third party


