Indigenous.Link
Canada’s fastest growing Indigenous career portal, Careers.Indigenous.Link is
pleased to introduce Canadian Indigenous Job Seekers to a new approach to job
searching. 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 Canadian Indigenous
Peoples 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
17 – 2595 Main Street
Winnipeg, MB R2V 4W3
Subsidiary Offices:
Kenora • Midland • Ottawa • London • Sandy Lake • Winnipeg

Job Board Posting
Date Printed: 2020/09/20

Senior Administrative Assistant (Position Can Be Located Anywhere In Canada)
Job ID
A5-D9-15-90-CD-06
Web Address
https://careers.indigenous.link/viewjob?jobname=A5-D9-15-90-CD-06
Company
Canada Mortgage And Housing Corporation (CMHC)
Location
Various Locations, Across Canada
Date Posted
From: 2020-08-20
To: 2020-09-19
Job
Type: Full-time
Category: Office
Languages
Bilingual (English And French)
Description
Sector: Finance
Language Designation: Bilingual
Language Skill Levels (Read/Write/Speak): CBC
Salary Range: $47910.23 to $59887.79
Position Status: Temporary Full Time
Weâ€™re not your typical government agency
Canada Mortgage and Housing Corporation (CMHC) exists for a single reason: to make housing
affordable for everyone in Canada. Weâ€™re mobilizing the expertise and energy of governments,
non-profits, lenders, developers, social entrepreneurs and co-ops to create the future of housing. At
CMHC, we believe that everyone in Canada should have a place to call home.
Experience a Results-Only Work Environmentâ„¢ (ROWEâ„¢)
At CMHC, we trust you to get the job done. Weâ€™ve shifted from managing people to managing
work. Each employee is 100% autonomous and 100% accountable. You can choose where you
need to be and when you need to be there to meet your objectives. Youâ€™re in control of your
time and are trusted to make the right decisions.
This position reports to the Chief Financial Officer team in our Office of the Chief Financial Officer.
We use financial foresight and legal insight to improve housing affordability.
About the role
Weâ€™re constantly evolving to build an inclusive housing system through research, design,
innovation and partnerships. You will provide administrative support, coordination and prioritization
of day-to-day operational requirements for an executive and/or senior level office. You will act as the
first point of contact and establish communication links between varying levels of leadership and
staff. You will provide timely, consistent, and effective delivery of information and assignments to
and from senior level offices. This will help us make housing affordable for everyone in Canada.
Note: this is a 12-month temporary role
What you will need
â€¢ Post-secondary education/certificate for an administrative/executive assistant or in office
management.

â€¢ Minimum of one-year experience as an executive/administrative assistant.
â€¢ Excellent interpersonal skills (tact, judgment, diplomacy, professionalism, political sensitivity)
and effective oral and written communication skills (in both, French and English).
â€¢ Ability to build and maintain effective working relationships with all levels of management and
staff throughout the corporation and external stakeholders.
â€¢ Strong attention to detail and high level of accuracy.
â€¢ Considerable working knowledge of administrative systems and processes, policies and
procedures.
â€¢ Excellent time management skills and proven organizational skills enabling the balance of
workloads and the prioritization of requests to meet deadlines with strong attention to detail.
â€¢ Ability to work under pressure and adapt to changing priorities.
â€¢ Excellent knowledge of political sensitivities and the diverse interests of stakeholders.
â€¢ Proven ability to analyze and problem-solving skills.
â€¢ Advanced knowledge of Microsoft Office applications (Word, Excel, PowerPoint) and some
database knowledge.
Additional Assets (if applicable)
â€¢ Knowledge of CMHCâ€™s business, mandate, objectives and administrative processes.
What you will be doing
â€¢ Participates in daily sessions with senior leaders, keeping abreast of issues and priorities to
ensure appropriate information flow. Monitors assignments given by or on behalf of senior leaders
and ensures control and timely completion.
â€¢ Maintains the appointment calendar and adjusts priorities to meet changing demands; flags
special issues requiring immediate action or attention.
â€¢ Actions all docket assignments on behalf of the senior leader, ensuring assignment instructions
are clear and that appropriate timelines are provided. Monitors the status of all docket assignments
for the sector and assists with the coordination and tracking of assignments in collaboration with the
Corporate Relations Office.
â€¢ Coordinates with the divisionâ€™s management team and gathers required information related
to agenda items; ensures items are logged appropriately.
â€¢ Consolidates input from all divisions, as appropriate, to ensure senior leader is well informed
and ensures appropriate staff have the opportunity to review meeting materials in advance and
provide feedback and intelligence.
â€¢ Plans and coordinates services, including: space allocation; database/file management;
supplies management; travel arrangements and expense claims completion and processing.
Coordinates activities relating to attendance management and ensures logistics for internal and
external meetings and events.
â€¢ Provides general clerical and administrative services to senior leaders including coordination of
translation requests, printing and IT support.
â€¢ Screens incoming material for relevant issues, conducting research as required; assimilates
and correlates information; anticipates and plans for briefing material requirements.
â€¢ Prepares meeting agendas based on team input, circulates records of decisions, takes note of
follow-up items discussed and monitors status of key files as required.
â€¢ Verifies and ensures the quality of critical documents prepared for or on behalf of the senior
leader.

â€¢ Ensures invoices, requests and travel claims are coded and processed; generates journal
vouchers and accruals, ensures verification in GEAC and expenses are accurate, and follows
processes associated with the financial signing authoritiesâ€™ instrument in Financial Authorities
System.
How to Apply
Does this sound like you
Click the â€œapply nowâ€• button and create an account (it should take about 30 seconds).
Weâ€™re excited to hear from you!
Posting closing date: Note, the competition may remain active until filled.
Job Requisition ID: 4972
Primary Location: Ottawa, Ontario
Other Location(s): Toronto, MontrÃ©al, QuÃ©bec, Halifax, Calgary, Edmonton, Winnipeg,
Saskatoon & Vancouver
Security Requirement: Secret
Travel Requirement: Occasional
We sincerely thank all candidates for their interest, however, please note that only those applicants
selected for further consideration will be contacted.
Diversity
CMHC is an employer that values diversity and encourages the learning and use of both Canada's
official languages. CMHC is committed to employment equity and actively encourages application
from women, Indigenous people, persons with disabilities and visible minorities
*If selected for an interview or testing, please advise us if you require an accommodation.

