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Executive Assistant, Finance & Support Services 

The Role 

The Executive Assistant, Finance & Support Services provides confidential, high-level administrative and 

coordination support to the Senior Vice President (SVP), Finance & Support Services and the Finance Division, 

including Finance & Accounting, Information Systems & Technology, Gift Processing, and CRM & Data. 

The role supports the SVP, Finance & Support Services and divisional leaders by enabling effective prioritization, 

coordination, and follow-through across divisional operations, committees, and initiatives for which the SVP, 

Finance & Support Services is accountable. Acting as a central point of coordination, the Executive Assistant helps 

ensure leaders are supported, information flows efficiently, and work progresses in a timely and organized manner. 

In addition to executive and divisional support, the role provides administrative and coordination support for the 

900 Block capital project, working closely with the SVP, Finance & Support Services and both internal and external 

partners to support meeting coordination, briefing preparation, documentation, and follow-up. Success in this role 

requires strong judgment, discretion, and the ability to anticipate needs, manage competing priorities, and work 

effectively with diverse stakeholders in a complex, mission-driven environment. 

Key Responsibilities 

•  Represents the SVP when he is out of the office and be the first point of contact for all Finance-related 

queries within the SVP portfolio. 

• Proactively manages the SVP’s calendar and inbox. 

• Creates solutions to complex problems with consultation across the Finance and Support Services 

department.  

• Acts as a central point of coordination for the Finance Division, supporting the Senior Vice President, 

Finance & Support Services and divisional leaders in managing priorities, workflows, and follow-through. 

• Manages the SVP’s workload exercising sound judgment, discretion, and prioritization 

• Maintains the calendar for scheduling key meetings and events to meet organizational deadlines and 

priorities. Ensures that all events and meetings flow logically and take into consideration organizational 

events and happenings 

• Anticipates upcoming needs, deadlines, and dependencies to ensure the SVP and divisional leaders are 

well-prepared, including effective preparation for meetings through scheduling, briefing preparation, and 

coordination of materials 

• Coordinates committees, working groups, and forums for which the SVP is accountable, including agenda 

preparation, minute-taking, action tracking, and timely distribution of materials 

• Attends project and working group meetings as required to provide administrative and technical support 

• Drafts, edits, and prepares correspondence, presentations, briefing notes, and materials for review or 

signature 

• Supports effective follow-through on decisions and commitments by tracking actions and monitoring 

completion 

• Manages expense reports and credit card reconciliations accurately and in a timely manner 

• Implements a standard of documentation, including policies, procedures, guidelines, rules, and regulations 

as it relates to Facilities Operations to operate efficiently, resolving specific operational issues, as a means of 

minimizing risk and cost exposure 



What You Offer 

• Demonstrated experience as an Executive Assistant or in a senior administrative role supporting executives 

and leadership teams; experience in finance, not-for-profit, and/or health care environments is an asset 

• Post-secondary education (degree or diploma), or an equivalent combination of education and experience 

in a related field 

• Proven ability to exercise a high level of integrity, discretion, and sound judgment when working with senior 

leaders and handling confidential or sensitive information 

• Strong planning, organizational, and time management skills, with exceptional attention to detail 

• Demonstrated ability to anticipate needs, manage competing priorities, and adapt to changing demands in 

a complex environment 

• Well-developed problem-solving skills, with a practical, solution-oriented approach to work 

• Strong written and verbal communication skills, with the ability to interact professionally with a diverse 

range of internal and external stakeholders 

• Demonstrated ability to work effectively within time and resource constraints, maintaining accuracy and 

quality under pressure 

• Proven capability to manage multiple tasks simultaneously and meet tight deadlines 

• Proficiency in the Microsoft Office suite and comfort working with information systems, documentation 

tools, and emerging technologies 

• Demonstrated ability to quickly learn and effectively use new tools, systems, and processes 

• Demonstrated experience working alongside and with other Administrators at a senior level with a ‘team-

focused' approach 

What We Offer 

The successful candidate can expect a starting salary between $66,900 and $83,600, depending on factors 

such as skills, experience, and internal equity. 

Additional variable pay (merit/bonus), defined benefit pension plan, extended health and dental benefits for you 

and your partner/children, flexible working arrangements, four weeks’ paid vacation, investment in professional 

development and subsidized access to transit, fitness, cycling and parking facilities all contribute to a top-notch 

total rewards package. 

To Apply 

Please send your application to Human Resources via email at careers@vghfoundation.ca by Sunday October 11, 

2026 

 

 

We welcome applications from anyone who is eligible to work in BC. We encourage applications from Indigenous 

people, people with disabilities, BIPOC and racialized individuals, people of minority sexual orientation or gender 

identity, and others who may contribute to the Foundation's organizational diversity and who share the Foundation's 

values. 
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