TITLE:

EXTERNAL AFFAIRS
ADMINISTRATOR
FULL-TIME (40 HOURS/WEEK)

LOCATION

Date Posted: December, 2021

Hamilton preferred, Ottawa or remote acceptable

APPLY NOW

REPORTS TO
Vice President, External Affairs (VPEA)

GENERAL JOB DESCRIPTION
Cardus is a public policy think tank aimed at renewing North America’s social architecture. Drawing on 2,000 years
of Christian social thought, we bring credible public research to bear on concrete needs. This research ranges
from the theological and philosophical, to the theoretical and empirical. Bringing this research to bear on concrete
needs requires the translation of said research into the institutions – both government and civil society – that
can put it to work in their policies and behaviours. The External Affairs Administrator will assist the VPEA and the
External Affairs team through administration related to stakeholder development and tracking, staff support, and
executive support.

DETAILED JOB DESCRIPTION
Stakeholder Administration
• Organizing, maintaining, and creating lists of stakeholders according to the instruction of the VPEA,
External Affairs Manager, and Director of Policy
• Tracking and logging stakeholder interactions
• Drawing lists and executing delivery of stakeholder engagements, preparing reports of stakeholder engagement.
• Event administrative assistance for events related to stakeholder engagement.
• Clerk External Affairs meetings, work with VPEA to develop agendas for said meetings, track action items
and time sensitive matters to ensure that they are completed, and draft minutes
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DETAILED JOB DESCRIPTION CONTINUED:
Executive Support
• Complete a broad variety of administrative tasks for the VPEA including: managing an active calendar
of appointments and high volume of email; completing expense reports; composing and preparing
correspondence (sometimes confidential); arranging complex and detailed travel plans, itineraries,
and agendas; tracking calls, emails, contacts, and passwords; and compiling documents for travelrelated meetings.
• Work with VPEA to develop an annual stakeholder engagement plan to grow Cardus’s stakeholder
network. Periodically review the plan with VPEA and make adjustments as needed.
• Work with VPEA to develop an annual donor engagement plan for the VPEA’s donor portfolio.
Periodically review the plan with VPEA and make adjustments as needed.
• Track and log donor and stakeholder-related engagements in Salesforce and occasionally execute
follow up with stakeholders and donors.

HOW TO APPLY
Please prepare a cover letter that specifically describes how you meet each of the qualifications that we are
seeking. Your complete application will consist of your cover letter, a resume/CV, and a writing sample that
is about two to five pages long. Combine these elements into one file and send it in through
https://secure.collage.co/jobs/cardus/27179 .
We will consider only applications that are submitted in one file.
We will review applications as they are received, and the position will remain posted until filled.
Thank you for your interest in Cardus.

APPLY NOW
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