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Canada’s fastest growing Indigenous career portal, Careers.Indigenous.Link is pleased to introduce
a new approach to job searching for Indigenous Job Seekers of Canada. Careers.Indigenous.Link
brings simplicity, value, and functionality to the world of Canadian online job boards.

Through our partnership with Indigenous.Links Diversity Recruitment Program, we post jobs for
Canada’s largest corporations and government departments. With our vertical job search engine
technology, Indigenous Job Seekers can search thousands of Indigenous-specific jobs in just about
every industry, city, province and postal code.

Careers.Indigenous.Link offers the hottest job listings from some of the nation’s top employers, and
we will continue to add services and enhance functionality ensuring a more effective job search. For
example, during a search, job seekers have the ability to roll over any job listing and read a brief
description of the position to determine if the job is exactly what they’re searching for. This practical
feature allows job seekers to only research jobs relevant to their search. By including elements like
this, Careers.Indigenous.Link can help reduce the time it takes to find and apply for the best,
available jobs.

The team behind Indigenous.Link is dedicated to connecting Indigenous Peoples of Canada with
great jobs along with the most time and cost-effective, career-advancing resources. It is our mission
to develop and maintain a website where people can go to work!

Contact us to find out more about how to become a Site Sponsor.

Corporate Headquarters:
Toll Free Phone: (866) 225-9067
Toll Free Fax: (877) 825-7564
L9 P23 R4074 HWY 596 - Box 109
Keewatin, ON  P0X 1C0



Job Board Posting
Date Printed: 2024/06/30

Executive Coordinator

Job ID FD-E5-3D-3D-DE-0A
Web Address https://careers.indigenous.link/viewjob?jobname=FD-E5-3D-3D-DE-0A
Company Southwest Ontario Aboriginal Health Access Centre
Location London Or Chippewa (Muncey), Ontario
Date Posted From:  2024-03-22 To:  2024-09-18
Job Type:  Full-time Category:  Health Care
Job Salary $64,175 To $75,500 Per Year
Languages English

Description
Southwest Ontario Aboriginal Health Access Centre (SOAHAC) is a diverse, dynamic, multiservice Indigenous health
and wellness agency. We strive to provide quality, wholistic health services by sharing and promoting traditional and
western health practices to enable people to live in a more balanced state of well-being. SOAHAC provides services to
Indigenous people including those who live on and off reserve, status, non-status, Inuit, and Metis within the Southwest,
Waterloo Wellington and Erie St Clair regions. SOAHAC has a mandate of ensuring that health services are accessible,
of high quality, and are culturally appropriate. It is SOAHAC's objective to build health care capacity within Indigenous
communities. Currently, we are seeking the services of an Executive Coordinator to join our interdisciplinary staff team
to work at either, our London or Chippewa site. 
As a member of the Senior Team and reporting directly to the CEO, the Executive Coordinator is responsible for a wide
variety of professional administrative duties in support of the Chief Executive Officer (CEO), other senior management
members and the Board of Directors. The Executive Coordinator serves as the primary contact for all matters pertaining
to the Office of the CEO and the Board of Directors and is accountable for carrying out a broad range of activities to
support the effective functioning of the CEO Office, the Senior Leadership Team and the governance system within
SOAHAC. The Executive Coordinator provides administrative and logistical support for activities within the various
Offices. The role liaises with, and provides guidance, to a wide range of constituents internally and externally, regarding
organizational policies and processes. 
As directed by the CEO and in alignment with the organization's strategic direction, the Executive Coordinator will work
with cross-functional teams to improve SOAHAC's governance systems and day-to-day operational activities. Duties
include but are not limited to project management, meeting coordination and agenda preparation, minute-taking and
distribution, scheduling appointments, arranging travel plans, drafting sensitive internal and external correspondence,
and supporting corporate communications. The Executive Coordinator is required to maintain confidentiality and
professionally interact with employees, primary care providers, management, the Board of Directors, key stakeholders,
funders, community partners and the public.
Responsibilities
- Participate at a senior level in SOAHAC governance systems, day-to-day operations, and strategic planning in order to
support the goals of the CEO and organization. 
- Provide administrative and office management support to members of the leadership team.
- Maintain work schedules and calendars of leaders, particularly the CEO.
- Coordinate logistics of executive team initiatives including meetings, seminars, workshops, special projects, and
events.
- Review all documents, reports, and correspondence prepared for management signatures for format, content,
grammar, spelling and make edits as necessary.
- Prepare presentations, draft briefing notes and reports, background documentation, and research.
- Receive and screen all inbound mail, telephone calls, e-mails, and visitors for the CEO.
- Refer and/or redirect calls, e-mails, or visitors as required.
- Troubleshoot and/or escalate office administration issues.



- Coordinate office activities.
- Complete expense reports and complete other related duties.
- Take and transcribe dictation notes.
- Book travel arrangements and make reservations for management as needed.
- Respond to inquiries, gather information/provide assistance to inquiries from external
stakeholders/patients/peers/general public. 
- Manage matters requiring attention or refer to the appropriate person in the absence of the CEO. 
- Take action to implement decisions acting on behalf of the CEO and Leadership to further the goals and work of the
organization. 
- Work collaboratively with cross-functional management and staff teams, Board of Directors, stake holders internally
and externally, funders, and community partners to coordinate projects, including planning, implementation, reporting
and evaluation.
- Monitor the organization's compliance with its bylaws, policies and procedures. 
- Develop and promote reporting arrangements between different entities within the group. 
- Support the effective implementation of governance strategies. 
- Assist with planning for board orientation, ongoing education, and strategy sessions.
- Develop a work plan to coordinate and administer Indigenous citizen engagement activities, including focus groups and
consultative community meetings related to the various components contributing to governance. 
- Support advancement of governance initiatives and assist in addressing issues related to the implementation of
governance initiatives.
- Demonstrate an understanding and knowledge of Indigenous governance, administration, and general issues of
concern.
- Support establishment and communication of new/updated policies and procedures to improve organizational
effectiveness. 
- Compose, prepare, and distribute agendas, minutes and related documentation for Board of Directors and Board
committee meetings.
- Coordinate and support internal communications to ensure a unified and consistent approach to work at the
organization. 
- On behalf of the CEO support respectful relationships within the Board of Directors, staff, region and province,
including with Indigenous leadership and communities, Ontario Health, the provincial and federal government, and other
health system partners provincially and nationally.
- Review, evaluate, and distribute priority correspondence for management team.
- Present a positive and professional image of the executive office to all visitors, suppliers, and staff.
Requirements 
- Post-secondary diploma or degree in business administration or other relevant field.
- Minimum 5 years of experience as an Executive Coordinator or similar role. 
- Experience working with a Board of Directors, Government agencies, and Community Organizations.
- Experience in Communications internally and externally.
- Experience working with cross-functional teams in a health care setting and Non-Profit environment.
- Knowledge of commonly accepted office and administrative practices.
- Knowledge of governance best practices, government policy, funding, and reporting.
- Computer literacy including skills in MS Office
- Willingness to participate in ongoing Indigenous teachings and ceremonies
- Valid Ontario Driver's "G" license and access to reliable transportation 
- Clean and current police check as a condition of employment
- Up-to-date immunization records
This job may require additional responsibilities and duties as assigned by Southwest Ontario Aboriginal Health Access
Centre. 
SOAHAC values diversity and is an equal opportunity employer; however, hiring preference will be given to qualified
Indigenous applicants. SOAHAC is committed to providing employment accommodation in accordance with the Ontario
Human Rights Code and the Accessibility for Ontarians with Disabilities Act. If you require accommodation to apply or if
selected to participate in an assessment process, please advise Human Resources.
How to Apply



Click Apply Now!
If you are interested in applying to this position, please forward your cover letter and resume to careers@soahac.on.ca.


