
The Executive Assistant
is required to provide
exceptional and multifaceted 
executive administration 
and coordination support 
to the CEO. 

The person in this role 
must be a highly-skilled 
administrative professional, 
with a strong sense of 
urgency and the ability to 
build relationships across 
the organisation.

Executive 
Assistant 
to Chief
Executive
Offi cer

BF&M Limited, Insurance Building, 112 Pitts Bay Road, Pembroke HM 08, Bermuda   T: +1 441 295 5566   W: bfm.bm

The BF&M difference?
Insurance the way 
it should be.

Founded in 1903, the BF&M group of companies operates in Bermuda, 
Halifax and across the Caribbean. We take great pride in helping our 
customers protect what matters most, as well as giving back to 
the communities in which we work. We are an A (Excellent) rated 
company by AM Best and we offer competitive compensation 
packages along with comprehensive benefits. 

PROGRESSIVESTRONG GROWING

 Closing date: Friday, May 13, 2022
 Interested applicants should apply in writing with a resume
 to bfmjobs@bfm.bm or to the Associate Head, Human Resources,
  BF&M Limited.

Job duties and responsibilities:

Executive administration support:
Anticipate issues and initiate appropriate action to ensure the most 
effective use of the CEO’s time
Organise, coordinate and prioritise work to complete tasks in a timely 
and efficient manner
Proactively identify risks, challenges, or problems while independently 
resolving or recommending solutions

Representing the CEO office:
Respectfully gain cross-functional support through an exceptional 
professional presence, competence, and authenticity

Calendars and schedules:
Fully support the CEO by prioritising and scheduling meetings while 
working with both internal and external parties to coordinate times 
and agendas
Act as a respectful gatekeeper to effectively manage the CEO’s
time and priorities
Ensure the CEO has time to fulfill and complete any upcoming 
requirements or items through proactive planning

Board support: 
Act as primary liaison, to the Board, for all matters including but not 
limited to correspondence, travel, accommodation, events, preparation 
of forms and documents, and responding to requests
Assist with the collation and distribution of Board materials

Travel and events:
Arrange all levels of basic and complex travel plans and 
event/meeting planning

Expenses:
Create and submit expenses in a timely manner

 Manage donation requests

Technology and tools:
Able to support or troubleshoot basic issues in the Microsoft Office 
suite of products, for the CEO, and coordinate with IT 

Skills and experience:

Prior experience in successfully supporting C-Suite executives
and at least 5-7 years of administrative experience
Maturity and discretion as the role is privileged to very confidential 
and highly sensitive conversations, initiatives and decisions
Skilled planner, organiser and communicator
Readily adapts to different interpersonal styles and situations
Able to multitask and demonstrate understanding when priorities shift
Able to work flexible hours when needed as support will be required 
outside of regular business hours
Experience with the Microsoft Office suite of products, including Word, 
PowerPoint and Excel
Experience with Diligent or other similar systems is considered an asset
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