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LOCATION
Hamilton, Ontario 
Ottawa, Ontario will be considered for the right candidate.  

REPORTS TO
Vice President, Operations 

WHO ARE WE LOOKING FOR
We’re seeking someone to provide executive assistance to our Vice President Operations. Working one-on-one  
and reporting directly to the VPO, the Executive and Operations Assistant will assist the VPO in leading the 
people, processes, and places of Cardus, by maximizing his time and complementing his skill set. 

This role should jump out to you if you are creative and enjoy working within a small, entrepreneurial 
environment that is mission- and results-driven. You do not get easily overwhelmed. Fast pace is a good 
pace. The ideal individual will boast good judgment in a variety of situations, strong written and verbal 
communication, stellar administrative and organizational skills, and the ability to maintain a realistic balance 
among multiple priorities. The ideal candidate will be bold and unafraid to lead internal meetings and 
processes, and must be able to work under pressure, handling a wide variety of activities and confidential 
matters with discretion.

WORK HOURS AND ENVIRONMENT
• This position requires full-time attendance in the Hamilton office of Cardus and occasional on-call  

availability outside of work hours. 

• Hours may be worked remotely with approval and will include on-call hours.

• Some travel will be required, up to 10 days a year. 

• Salary will be commensurate with expertise and experience. 

• Full-time, permanent.

Date Posted: June, 2022

EXECUTIVE 
AND OPERATIONS 
ASSISTANT

TITLE:

FULL TIME

APPLY NOW

https://secure.collage.co/jobs/cardus/31411
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RESPONSIBILITIES – POSITION EMPHASES
Executive Support (50%) 

• Complete a broad variety of administrative tasks for the VPO: 

• managing an active calendar of appointments and time-blocking, including preparing reminders,  
agendas, briefings, and follow-ups as required;

• collaborating on high volume of email;

• composing and preparing correspondence including confidential correspondence; and

• creating daily and weekly briefings.

• Track, organize, and assist in prioritizing the VPO’s tasks using tools including but not limited to Outlook  
Calendar, Asana, and Salesforce.

• Maintain “hopper” lists of tasks, ideas, and priorities for the VPO, complementing his creativity, diligence,  
and head space.

• Prioritize conflicting needs; handle matters quickly and proactively, and follow through on projects to  
successful completion. You will often work with deadline pressures.

• Communicate directly, and on behalf of the VPO, with internal and external contacts.

• Successfully complete critical aspects of deliverables with a hands-on approach.

Operation Assistance (50%) 

• Produce internal operations team newsletter early Monday mornings, focused on deadlines  
and requirements.

• Clerk weekly huddles for operations team and other internal colleagues.

• Proactively monitor workflow on operations projects, refining templatized approaches and encouraging 
collaboration on Asana. Help make sure “trains keep moving”, creatively problem-solving along the way.

• Aid cross-divisional coordination, especially by way of clerking executive team agendas, minutes,  
and follow-ups.

• Choose the right internal communication platforms for the moment, whether email, Asana, or face-to-face.

• Complete administrative tasks (eg file backups, filing contracts) for projects, using Asana infrastructure.

• Maintain updated resources for staff, including a master calendar of all Cardus initiatives.

• Manage special projects from time to time.
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HOW TO APPLY

Please prepare a cover letter that specifically describes the extent to which you meet each of the 
qualifications that we are seeking. Combine your cover letter and resume/CV into one file and  
upload it here. We will review applications as they are received, and the position will be posted  
until filled. We look forward to hearing from you.

APPLY NOW

SKILLS, ABILITIES AND CHARACTER
• Superlative organizational skills, with the ability to monitor and track goals, details, data, and activities

• Extremely proficient with digital tools, including Microsoft products such as Outlook, Word, Excel,  
Power Point. Asana and Salesforce proficiency would be significant assets.

• Ability to prioritize effectively, manage time and multiple tasks

• Communicate effectively: able to speak, listen, and write in clear, concise terms

• Resourceful, taking pride in solving problems

• A posture both gentle and assertive

• Heart of a servant, putting others’ interests first

• Trustworthy and discrete

• Ethical and honest

• Foster teamwork to enhance organizational effectiveness

• Relationship builder – especially with staff and stakeholders

WHO WE ARE
Cardus is a public-policy think tank dedicated to clarifying and strengthening, through research and  
dialogue, the ways in which society’s institutions can work together for the common good. Drawing on  
2000 years of Christian social thought, we offer imagination toward a thriving society. 

Learn more at https://www.cardus.ca/who-we-are/.
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