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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: 2024/04/23

Administrative Assistant/Executive Assistant - First Nations/Metis/Inuit
Candidates-1900008824

Job ID 5F-EF-FB-58-00-D2
Web Address
https://careers.indigenous.link/viewjob?jobname=5F-EF-FB-58-00-D2
Company BMO Financial Group
Location Toronto, Ontario
Date Posted From:  2019-07-05 To:  2019-08-04
Job Type:  Full-time Category:  Finance
Job Salary DOE
Languages See Job Description

Description
Administrative Assistant/Executive Assistant - First Nations/Metis/Inuit Candidates-1900008824
The Executive Assistant has prime ownership and represents the Executive, being the first point of
contact for any interactions with the Executiveâ€™s office. The Executive Assistant is accountable
for performing the highest level of professional services and operational support to the Executive
and their office. The Executive Assistant anticipates and develops strategies to maintain and
strengthen relationships that are vital to the mandate and the business of the executive. She/he
provides insights on areas of opportunity for leveraging current relationships and flags potential
issues or concerns as it relates to internal and external stakeholders. The Executive Assistant
effectively solves problems and manages complex and diverse issues that impact the Executive and
manages short and long term requirements as they relate to the strategic objectives of the
Executiveâ€™s Office. 
BMO is interested in attracting talented job seekers from Canadaâ€™s Indigenous communities.
First Nations Status and Non Status, Metis and Inuit candidates are encouraged to apply for all of
BMOâ€™s career opportunities. Please visit our website for other roles you might be interested in! 
KEY ACCOUNTABILITIES:
1) Professional Support (50%)
2) Financial Analysis and Support (10%)
3) General Administration (20%)
4) Human Resources Administration (10%)
5) Personal Assistance (10%)
SPECIFIC ACCOUNTABILITIES:
1) Professional Support Accountabilities:
â€¢ Provides insights on areas of opportunity for leveraging current relationships and to remains
continuously alert on potential issues or concerns as they relate to internal and external
stakeholders including, but not limited to clients, senior executive members and or cross-functional
groups.



â€¢ Develops and leverages relationships across line of businesses (LOBs), with executives, senior
managers and external clients to foster and support intra-group coordination while carrying out
accountabilities.
â€¢ Interacts and collaborates regularly, as a critical function, with Executives and their
representatives, senior managers, and with cross-functional business units to perform research and
analysis, to develop and recommend alternatives, implement improvement opportunities, and to
accomplish administrative and operational tasks. Develops and leverages relationships
across-LOBs, with executives, senior managers, external clients and EAâ€™s to foster and support
intra-group coordination while carrying out accountabilities.
â€¢ Interfaces with clientsâ€™ executives (CEO, CFO, or senior managers of that clientâ€™s
business) on behalf of business leaders in coordination of meetings, events, presentations or
pitches.
â€¢ Performs business/situational analyses and develops recommendations such as identifying and
developing business process improvements opportunities, or identifying and developing alternatives
to support business decisions. Participates in recommending the most appropriate alternative to
achieve business goals and business needs more efficiently and effectively. Participates in planning
and coordination through to implementation.
â€¢ Composes, edits and manages Executiveâ€™s materials such as communications,
correspondence, presentations, reports and makes recommendations on content. Accountable for
disseminating communications to facilitate timely and effective communications.
â€¢ Supports or manages various projects such as business process improvement initiatives and
event planning while collaborating with staff both within the team and across the impacted business
units, to achieve the desired business outcomes.
2) Financial Analysis & Support Accountabilities:
â€¢ Monitors and analyzes project expenses to ensure they are within budget and reallocated to the
appropriate expense/client code.
â€¢ Acts as a conduit for the efficient flow of invoice processing for payment in adherence with
department processes, guidelines and vendor agreements.
â€¢ Administers a tracking system in adherence with reporting guidelines to ensure that staff
members are aligned appropriately to their reporting units and with correct resource coding.
â€¢ Interacts with vendors depending on unique requirements of the business unit.
â€¢ Monitors the adherence to hierarchy and cost center information as related to expenses.
3) General Administration Accountabilities:
â€¢ Full discretion and management of Executiveâ€™s calendars, email, and contacts.
Coordinates and dispatches meeting invitations and agendas to attendees, books meeting rooms
and arranges for IT resources and refreshments in support of a smooth and efficient meeting
facilitation. 
â€¢ Manages complex international multi-leg travel, often requiring continuous changes, and
rescheduling.
â€¢ Conducts extensive client research, and compiles research package, and briefing notes for
Executive.
â€¢ Monitors departmental expenses and maintains an efficient filing system to ensure reports,
correspondence and financial documentation are maintained and readily available. Establishes and
maintains organized electronic filing systems to ensure that business and operational reports, forms,



and other business documentation are readily available.
â€¢ Responsible for timely and consistent maintenance of client contact database (Salesforce) if
applicable. Coordinates with Salesforce Business Analysts to produce customized reports, and
ensure data quality is maintained on behalf of the business. Runs monthly reports and interfaces
with internal departments on client mailings and external events. Runs weekly pipeline report.
â€¢ Leads or provides assistance with internal/departmental and/or client events as requested.
Assist with day of execution.
â€¢ Prepares and dispatches outgoing mail, interfaces with selected couriers to ensure packages
have been delivered within established timeframes. Screens telephone calls and responds to
routine, moderate and complex inquiries.
â€¢ Provides coaching and mentoring to more junior colleagues to assist them in developing
capabilities to carry out current job accountabilities and to expand the types and levels of work they
perform in the future.
â€¢ Performs back-up function for other administrative staff during vacation or other absences to
ensure that administrative support is provided on an ongoing basis. 
â€¢ Maintains confidential client information for the business, team, or leadership and ensures
information is handled appropriately.
â€¢ Manages and assists in charity engagements and fund-raising campaigns.
â€¢ Manages activities, communications and materials related to Board of Directors if applicable.
4) Human Resources Administration Accountabilities:
â€¢ Maintains and tracks staff vacations and absences (including cross border collaboration) in
accordance with divisional guidelines to ensure consistency in entitlement and to determine staff
availability. Participates in resolution of issues working in conjunction with Administrative
Management Operations and HR. 
â€¢ Oversees the onboarding of new employees. This includes coordinating workstation, system
access, credit cards and initial introduction meetings
â€¢ Provides executives support in the midyear and end of year review process, as well as the 360
reviews.
5) Personal Assistance Administration Accountabilities:
Personal assistance should be limited to being a good partner to the Executives. Examples of
personal tasks that will allow Executives to more easily conduct business are:
â€¢ Picking up lunch when Executives are busy with calls or meetings during the lunch hours
â€¢ Booking doctor or other appointments during the work day as part of calendar management
â€¢ Submitting receipts for insurance reimbursement or approvals
Qualifications
Knowledge: 
â€¢ Requires 5-7 years of experience in an administrative/ professional support function in a fast
paced environment, dealing with moderately complex issues and managing conflicting priorities.
â€¢ Undergraduate degree or post-secondary education preferred. Other professional related
training and development to keep skills current, including office productivity software.
â€¢ Seasoned knowledge of bank financial processing standards, and key business processes, and
excellent working knowledge of financial analysis methodologies, accounting principles, and very
good working knowledge of project management methodologies, and human resources policy.
â€¢ Seasoned broad business knowledge and deep understanding of the organizational unit, its



functions and products, and customer groups.
â€¢ Excellent understanding of the processes, policies and procedures required for supporting the
business unit.
Skills:
â€¢ Ability to organize high complexity and high volume business information and develop it into
cohesive, professional reports and presentations, with little guidance and ability to recognize and
respond to business related issues within the scope of the material.
â€¢ Ability to analyze relevant alternatives and create a rational recommendation to support
business decision-making. Ability to plan and coordinate implementation of the selected alternative.
â€¢ Detail oriented, extremely well organized, and able to manage time and multi-task to
accomplish a multitude of tasks, with conflicting priorities and timelines. 
â€¢ Ability to coach and mentor more junior staff.
â€¢ Expert level PC skills (MS Office: Excel, Word, PowerPoint, and Outlook).
â€¢ Good project management skills to coordinate and lead a variety of initiatives.
â€¢ Exceptionally strong communication skills, both written and verbal.
â€¢ Ability to deal with clients in a professional and courteous manner, and to develop and leverage
professional working relationships.
â€¢ Ability to leverage knowledge of the organization and the supported business unitâ€™s
uniqueness, to carry out accountabilities.
â€¢ Ability to work both independently, as well as to play a leadership role in building a cohesive
team.
â€¢ Ability to deal with confidential materials in an appropriate manner.
â€¢ Ability to maintain a positive attitude and composed demeanor especially during stressful
periods
Successful applicants may be placed in one of several locations in the GTA. 
At BMO we have a shared purpose; we put the customer at the centre of everything we do â€“
helping people is in our DNA. For 200 years we have thought about the futureâ€”the future of our
customers, our communities and our people. We help our customers and our communities by
working together, innovating and pushing boundaries to bring them our very best every day.
Together weâ€™re changing the way people think about a bank.
As a member of the BMO team you are valued, respected and heard, and you have more ways to
grow and make an impact. We strive to help you make an impact from day one â€“ for yourself and
our customers. Weâ€™ll support you with the tools and resources you need to reach new
milestones, as you help our customers reach theirs. From in-depth training and coaching, to
manager support and network-building opportunities, weâ€™ll help you gain valuable experience,
and broaden your skillset.
To find out more visit us at https://bmocareers.com. 
How to Apply
To submit your application for this job, please go to:
https://bmo.taleo.net/careersection/privcareer_jobdescription/jobdetail.ftljob=1900008824&lang=en_
GB&src=JB10721
BMO is committed to an inclusive, equitable and accessible workplace. By learning from each
otherâ€™s differences, we gain strength through our people and our perspectives.
Accommodations are available on request for candidates taking part in all aspects of the selection



process.


