
 

 

Executive Operations & Office Administrator 

 Position Summary 

The Executive Operations & Office Administrator provides high-level administrative, 
operational, and governance support to the Executive Director and the Board of 
Directors, and administrative support, as required to the entire staff. This role oversees 
executive administration, manages organizational databases and office systems, 
coordinates board governance processes, and ensures the smooth functioning of the 

executive office. 

 The position requires strong organizational leadership, discretion, and the ability to 
manage multiple priorities in a dynamic nonprofit environment. 

This position is vital to the organization’s operations and is both outward facing and 
detail oriented. 

 

Key Responsibilities 

Executive Administration 

 Provide senior administrative support to the Executive Director. 
 Manage the Executive Director’s schedule, priorities, and correspondence. 
 Support the preparation of briefing materials, reports, presentations, and 

background documents. 
 Coordinate internal and external meetings and follow-up actions. 
 Maintain confidentiality on sensitive organizational matters. 
 Support key staff initiatives  
 Support key staff functions as requested. 

Executive Assisting 

 Act as the primary point of coordination for executive office activities. 
 Track organizational priorities and support implementation of strategic initiatives. 



 Coordinate travel, event participation, and executive engagements. 
 Draft and edit communications on behalf of the Executive Director. 

Board Liaison and Governance Support 

 Serve as the primary administrative liaison to the Board of Directors. 
 Coordinate board and committee meetings, including scheduling and logistics. 
 Prepare board packages, agendas, minutes, and supporting materials. 
 Maintain board records, governance documents, and policies. 
 File Board materials with the provincial government as required. 

 Support onboarding and communication with board members. 

Database and Office Management 

 Manage and maintain organizational databases and internal information systems. 
 Ensure accurate data management for stakeholders, donors, and partners. 
 Oversee office administrative systems, document management, and workflow 

processes. 
 Support internal reporting and data tracking for organizational initiatives. 
 Prepare distribution lists and labels, using database, excel, and other data 

sources. 
 Support, plan and manage preparation and implementation of outreach events 

including AGM, Galas, and others. 

 Setting of and communicating meetings, zoom setup, and Teams meetings. 

Donor Oversight 

 Support the Executive Director in Coordinating activities that raise funds or 
otherwise solicit and gather monetary donations or other gifts for an organization.  

 Support design and production of donor communication materials.  
 Raise awareness and represent the organization’s work, goals, and financial 

needs. 
 Facilitate and manage donor recognition program, including thank-you letters to 

donors.  

Program and Event Management 

 Steers the Program Committee and leads the office management and 
coordination of programs for JSABC. 

o Coordinates all aspects of programs, including marketing, volunteer 
management, resources, catering, fixturing, and others, and prepares and 
coordinates the event budget. 

 Sits on event standing committees to execute and manage office functions to 
ensure events are managed efficiently, effectively, and run smoothly. 

Office Operations 



 Support efficient day-to-day office functioning. 
 Develop and maintain administrative procedures and systems. 
 Coordinate with staff to ensure operational alignment and effective 

communication. 
 Lead and coordinate administrative staff and priorities. 
 Ensure compliance and filing of internal and external documents. 
 Liaise with outside vendors to ensure that the organization is in good standing. 
 Maintain and lead compliance of the internal shared filing system. 

 
Qualifications 

 5+ years of senior administrative, executive support, or operations experience. 
 Experience supporting executive leadership and boards of directors. 
 Strong organizational, project management, and communication skills. 
 Experience managing databases and information systems. 
 High level of discretion, professionalism, and attention to detail. 
 Proficiency with Microsoft Office, CRM/databases, and meeting management 

tools. 
 Experience in a nonprofit environment is an asset. 

 
Core Competencies 

 Executive-level judgment and discretion 
 Organizational leadership and coordination 
 Governance and board administration 
 Data and information management 
 Clear written and verbal communication 
 Actively fosters a collaborative team environment by promoting open 

communication, mutual respect, and shared accountability. 

 
Bonus Skills  

 Social media and marketing engagement 

 
Salary: Based on experience 

 
To Apply: Please send applications to Jeff Moss: 
 
Careers@jsabc.ca   604-732-1555 x 102   www.jsabc.ca 
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