[image: ]OROMOCTO CLERK’S OFFICE







Executive Assistant
Salary $55, 273.00 - $69, 092.00

CLOSING DATE:  December 2, 2024

YOUR OPPORTUNITY

In the Town of Oromocto, we thrive when our people thrive. We’re currently looking for an executive administrative assistant to be a supportive force who supports and empowers our Clerk’s Office, CAO and Mayor. The ideal candidate will be a proactive problem solver with exceptional communication skills and meticulous attention for details. This person should have experience working in an office environment, performing administrative duties, and providing support to senior leadership. Given the dynamic nature of the landscape, we will need to rely on the executive administrative assistant to be flexible and consistent while maintaining the confidentiality of high-level systems and operations.  The incumbent must possess a broad knowledge of municipal government, and the ability to apply this knowledge to promote an effective and organized office.  This position involves considerable contact with municipal, provincial, elected officials, and the public.  The position requires a person with confidential tact, political acumen, and exceptional work ethic.  

WHY OROMOCTO
Oromocto is located within the Capital Region of New Brunswick and is home to the Canadian Forces Base Gagetown, one of the largest military training centres in the Commonwealth. Over 25,000 consumers live within a 10 km radius. The Town of Oromocto provides all the advantages of a well-serviced urban centre yet prides itself on having small-town ambiance. Its multitude of trails, parks, and rivers is an outdoor enthusiast’s dream and contributes to the overall quality of life.  Oromocto is just minutes from the international airport, 15 minutes from Fredericton and an hour from the City of Saint John.  We are a vital community with outstanding municipal services, a reliable labour force and an exciting quality of life.  

WHAT WE OFFER
 • 1.25 days/month of vacation
 • 1.50 days/month of sick credits
 • Defined Benefit Pension Plan
 • Comprehensive benefits package or Benefit Allowance
 • Opportunities for professional development and training 
 • Employee and Family Assistance Program (EFAP) and services

DUTIES & RESPONSIBILITIES

The general duties are to be considered as the base principal functions of the position however they should not be viewed as fully described; this position will require flexibility in hours as well as tasks, responsibilities and duties. 
· Support the Clerk’s Office, Corporate Services Director and Chief Administrative Officer and Mayor with senior office administrative tasks and services.  Identify critical tasks and set priorities to ensure those they support make the most out of their work hours.
· Assist with planning and organizing events and ceremonies.
· Keep important information and documents organized physically and electronically
· Have strong skills in schedule management, communication handling, meeting coordination, document preparation, information research, task delegation and project management follow-up with an eye on problem solving and decision support.   
· Act as recording secretary for the Recreation and Tourism Committee and other Ad Hoc Committees as required.
· Receive and distribute all incoming and outgoing mail for the Town of Oromocto and assist with social media management.
· Provide support and administrative services to the Public Information Officer in the Emergency Operations Centre.
· Prepares and completes financial documents such as cheque requisitions, purchase orders, petty cash receipts, etc. for Clerk’s/CAO Office.
· Assist administration in managing and maintaining corporate records and ensure they are kept in a secure, safe environment. 
· Coordinate with other departments in maintaining and managing records, reports and documents.
· Ensure compliance with corporate procedures and guidelines as it pertains to the Clerk’s Office.
· Work on special projects assigned, including assisting in the development of reports and proposals. 
· Acting as the gatekeeper for internal and external contacts, including vendors, colleagues, clients, and customers
· Conducting research and creating reports on various topics based on the needs of those they support


DESIRABLE TRAINING AND EXPERIENCE
· A degree in business, or diploma in office administration combined with a minimum of 5 years’ related experience or any combination of education, experience and training which provides the required knowledge, skills and abilities to perform the essential functions of this position. 
· Municipal office and records management experience or work experience of a similar nature in private or public industry. 
· High level of attention to detail, ensuring a high degree of accuracy in maintaining and managing financial records. 
· Strong and effective communication and teamwork skills
· Exceptional problem solving and strategic thinking skills with the ability to work independently and ensure deadlines are met.
· Maintains a valid motor vehicle license.
· Expert level of knowledge and skill in Microsoft Office Suite, including Outlook, Word, Excel and Power Point.
· Ability to effectively communicate verbally and in writing in English mandatory and the ability to speak in French proficiently would be considered an asset.


Hours
This is a permanent full-time position Monday – Friday with hours 8:30 am to 4:30 pm.

APPLYING FOR THIS POSITION
Your resume must clearly demonstrate how you meet the requirements of the position. Please include any educational Degrees, Diplomas and/or Certificates and copy of drivers licence that are relevant and required for this position. The successful candidate must undergo a criminal record check.

Applicants can forward a completed Application for Employment Form, résumé, cover letter.  Submissions can be sent in confidence to:  
Town of Oromocto, Human Resources
HR@OROMOCTO.CA

Thank you for your interest, however only those candidates selected for interviews will be contacted.
www.Oromocto.ca
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