
 

 

Employment Opportunity  

Position Title: Executive Assistant Position Number: 2021-045 

Department: Executive 
Location: 2723 Quadra Street  

Hours of Work: 37.5 hrs/weekly (Mon-Fri) 

Compensation: Commensurate with 
qualifications & experience 

Status: Regular, Full-time 
Union: Exempt 

Start Date: ASAP Posting Period: until July 2, 2021 

 

ABOUT BEACON: 
Beacon Community Services is a well-established local charity operating in the Greater Victoria 
area for over 45 years. We are an award –winning and accredited organization that helps people 
and improves lives through a range of community programs and services than span every phase 
of people’s lives.  We serve Southern Vancouver Island and the outer Gulf Islands with a team 
around 200 staff and 600 volunteers.  We offer a competitive salary, comprehensive benefits 
package, and a rewarding, stimulating work environment. 
 
POSITION SUMMARY: 
Reporting to the CEO, the Executive Assistant is a key member of our team.  This position will be 
primarily focused on supporting the CEO and executive team. Duties will shift upon request to 
meet priorities of Beacon.  We are looking for a self-motivated, enthusiastic individual to join our 
team. A full job description is available upon request. 
 
PRIMARY DUTIES AND RESPONSIBILITIES: 

 Prepares information packages for the CEO including PowerPoint presentations related to 

Board, committee meetings, ADM and other special events 

 Researches and tracks new funding opportunities for CEO to review  

 Schedules and coordinates Director meetings including preparing agendas and taking 

minutes  

 Manages the administrative office 
 
QUALIFICATIONS: 

 Post-secondary education in a relevant field is preferred 

 3-5 years administrative or office management related experience preferably at the 
Executive Level 

 Criminal Record Check will be required 
 

KNOWLEDGE, SKILLS AND ABILITIES: 

 Excellent knowledge and skills using MS Outlook, Word, Excel and PowerPoint 

 Advanced organizational, time management and administrative skills 

 Excellent communication and interpersonal skills 

 Flexible, collaborative team player who thrives in a dynamic environment 

 Ability to effectively prioritize competing priorities 

 Self-motivated, action-oriented multi-tasker 
 

 
APPLICATIONS: 
All interested applicants can Apply Now! quoting the position number 2021-045.  Please note 
only those applicants who are selected to continue in the recruitment process will be contacted.  

https://forms.logiforms.com/formdata/user_forms/73864_4646334/350710/page1.html?cachebust=4021

