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Executive Assistant to CEO – 109-25-1
Central Administration, Core Services
Full-Time
Applications will be received by Six Nations of the Grand River and Grand River Employment & Training (GREAT) up until 4:00 p.m. EST, Wednesday, June 25, 2025, for the Executive Assistant to CEO with Central Administration, Core Services.  The Six Nations of the Grand River Application for Employment Form, Job Posting and Job Description are available for printing from the www.greatsn.com website.  Online applications are accepted through My Job Search. NO LATE APPLICATIONS ACCEPTED. 
Applicants from Six Nations and other First Nations will be given preference to deliver programs and services in a First Nations community.
JOB SUMMARY: The Job Title reports
	Type
	Full-Time

	Closing Date 
	June 25, 2025

	Hours of Work 
	35 hours per week

	Wage
	Minimum $63,200/yr


*A competitive compensation package will be offered commensurate with qualifications. *
BASIC QUALIFICATIONS:
· University Degree in Public Administration or Business Administration and three (3) years of executive level support, preferably C-Suite levels.

· OR

· Post Secondary Diploma in Public Administration or Business Administration and five (5) years of executive level support, preferably C-Suite levels.

· OR

· High School Diploma with ten (10) years of executive level support, preferably C-Suite levels.

· Working knowledge and/or previous experience in a First Nations Environment. 

· Advanced proficiency in Microsoft Office (Outlook, Word, Excel, PowerPoint) and Adobe.

· Ability to create professional presentations and documents

SUBMISSION PROCEDURE: (Choose one method ONLY):

Method #1:  Online 

1. Please visit: My Job Search to access our job board and follow the directions to apply.

2. Please ensure all required documents are provided/uploaded with your application package, which include:

a. Cover letter including your band name and number (if applicable). Please indicate in your letter how your education and experience qualifies you for this position.

b. Recent resume clearly identifying that you meet the Basic Qualifications of this position as stipulated above.

c. Copy of your education diploma/degree/certificate and transcript.

3. If you have any questions or need assistance, please reach out Khwahish Taneja, HR Business Partner at 519-445-2223 ext. 4343 or via email at HRBP1@sixnations.ca. 

Method #2: GREAT – Applications must include all of the following:
1. Printed, filled in and authorized Six Nations of the Grand River Application for Employment Form.

2. Cover letter including your band name and number (if applicable). Please indicate in your letter how your education and experience qualifies you for this position.

3. Recent resume clearly identifying that you meet the Basic Qualifications of this position as stipulated above.

4. Photocopy of your education diploma/degree/certificate and transcript.

5. Place all documents listed above in a sealed envelope and mail  to or drop off at:

Executive Assistant to CEO – Full-Time – 109-25-1




c/o Reception Desk





Grand River Employment & Training (GREAT)





P.O. Box 69, 16 Sunrise Court





Ohsweken, Ontario  N0A 1M0

POSITION:
Executive Assistant, Office of the Chief Executive Officer (CEO)

REPORTING RELATIONSHIP:
Reports to and works under the direction of the CEO.

PURPOSE AND SCOPE OF THE POSITION:
The Executive Assistant to the CEO assists in the efficiency and effectiveness of the office of the CEO in managing the Six Nations of the Grand River (SNGR) administrative and business affairs in a professional manner. 
RESPONSIBILITIES:

1. Executive Assistant Functions

i. Scheduling & Coordinating Meetings, Activities, Projects, Initiatives and Events:

· Effectively manage the schedule of the CEO by: arranging meetings, conferences, and events with accuracy; and keeping the CEO informed of the time, location, length and purpose of the meeting/event
· Proactively managing the CEOs calendar, scheduling meetings, resolving conflicts and optimizing time for maximum efficiency.

· Act as the primary liaison for all CEO related matters, handling inquiries with discretion and sound judgment.

· Manage confidential information with integrity, aligning with organizational policies.

· Anticipate deadlines and prepare necessary materials in advance
· Prepare agendas, coordinate and record the minutes for the Senior Executive Team (SET) 

· Plan, organize, and direct major functions and activities of the Six Nations of the Grand River Elected Council (SNGREC) under the direction of the CEO
· Organize executive meetings, including retreats and team sessions

· Maintain an efficient filing and retrieval system for reports, budgets, correspondence, and meeting minutes. Utilizing technology to ensure accurate transcription and record-keeping.
ii. Preparation of Documentation:

· Thoroughly document and summarize information from meetings, conference calls and other activities in an effective and efficient manner, with a high degree of accuracy and ensure a high degree of confidentiality

· Prepare and distribute briefing notes, agendas, correspondence, memos, notices, and Six Nation Council Resolutions (SNCR) in an effective and efficient manner, with a high degree of accuracy

· Ensure the implementation of standardized formats for all documentation.

· Analyze incoming and outgoing emails, memoranda, submissions, reports and prepare summary briefs and reports for the CEO
· Self directed, proactive, and capable of thriving in fast-paced environments with minimal supervision

· Oversee assigned projects and reoccurring events, ensuring attention to detail and timely follow-ups. Support occasional evening or weekend commitments as needed.
iii. Communication & Liaison:

· Effectively communicate by telephone, email, in writing, and in person.

· Liaison and interact with the public, government officials, community members, the Chief and Councilors, and other staff members in a positive and professional manner.

· Assist in identifying and assessing problems or trends and suggest solutions to facilitate resolution.

· Respond to public inquiries in a sensitive and professional manner displaying sound judgment.

· Assist the CEO in coordinating the Six Nations Emergency Plan.

iv. Research Information:

· Effectively and efficiently gather and compile requested information from a wide variety source, as requested.

· Highlight and summarize the relevant information in a concise and accurate manner.

· Research, review, and summarize current issues as directed.

v. Perform Administrative Functions:

· Act as Liaison with the Office Manager, Chief and/or Chief of Staff, other secretarial staff to ensure proper communication on administrative functions

· Accurately set up, maintain, and archive administrative files

· Photocopy, file and distribute documents in a timely manner

· Prepare travel/expense claim forms, timesheets and other administrative forms as required

· Make travel arrangements for the CEO as required.

· Handle telephone inquiries in a courteous, pleasant and professional manner and record messages
2. Communication Functions

· Effective liaison with supervisors, staff, community members, general public and Chief and Council in person or through telecommunications
· Ability to interact effectively with executives, staff, service providers, and Board Members while handling confidential matters with discretion
· Effective communication with external bodies such as other First Nations, federal provincial and municipal governments/agencies and other organizations in person or through telecommunications

· Preparation of internal/external documentation used internally such as: briefing notes, updates, memos, and correspondence

· Represent SNGR and community in a positive, courteous, cooperative and professional manner.

· Preparation of effective presentations using Microsoft PowerPoint, visio, or latest available technology as requested.
· Provide coverage for the Executive Assistant during absences. Welcome guests, manage meeting rooms setups, and arrange catering for a professional and hospitable environment. 

· Exceptional verbal and written skills
3. Administrative

· Completion and submission of timesheets, leave forms, travel forms, performance appraisals and work plans for CEO
· Strong multitasking, editing and proofreading skills under tight deadlines
· Ensure proper filing of documents electronically and/or hardcopy

· Process mail and/or electronic mail in timely fashion

· Completion of log in/out sheets as required

· Perform work functions in accordance with SNGR policies and procedures

· Attend meetings as required: staff meetings, committee meetings, council meetings and/or political portfolio meetings

· Attend training/workshops as required

4. Other Functions

· Perform other related duties as assigned by the CEO
· Perform projects as assigned

· Perform political tasks assigned

· Attend Committee, Task force, Commission and other Board meetings as the CEO's delegate as required

WORKING CONDITIONS:

Work involves mental stress; requires extensive interaction with the public, subject to deadlines, interruptions, and unscheduled hours; ability to take direction, prioritize, work independently and/or supervised and instruct.

WORKING RELATIONSHIPS:

Chief Executive Officer:
Receives direction, guidance, and supervision from the Chief Executive Officer. Discusses plans, and priorities, and interacts with the CEO to ensure tasks are completed efficiently and effectively.

Senior Executive Team:

Provides administrative support to the Senior Leadership Team. Manages schedules, coordinates meetings, and acts as a resource to assist with gathering and distributing information to support operations.

With Staff and Community as required:
Represents Six Nations of the Grand River administration in a courteous, cooperative, and professional manner. Provides information and assistance as needed.
KNOWLEDGE AND SKILLS:

Education and Experience:
· University Degree in Public Administration or Business Administration and three (3) years of executive level support, preferably C-Suite levels.

OR
Post Secondary Diploma in Public Administration or Business Administration and five (5) years of executive level support, preferably C-Suite levels.

OR
High School Diploma with ten (10) years of executive level support, preferably C-Suite levels.

· Working knowledge and/or previous experience in a First Nations Environment. 
· Advanced proficiency in Microsoft Office (Outlook, Word, Excel, PowerPoint) and Adobe.

· Ability to create professional presentations and documents
Other preferred qualities:
· High level of political acumen and ability to think strategically.

· Excellent communication (written and verbal) and interpersonal skills.

· Ability to successfully manage multiple projects simultaneously.

· Superior critical thinking skills.

· Self-motivated; proactive, and resourceful.

· Strong emotional intelligence.

· Proven administrative, organizational, supervisory, and time management skills.
· Excellent computer skills and demonstrates proficiency in current business software.
· Ability to travel as required.
· Experience in public relations and/or dealing with the public.
· Ability to work independently and contribute to a team.

· Ability to analyze problems, recommend and implement solutions.
· Ability to pass reliability/security checks.
· Must be bondable and willing to sign a confidentiality form.
· Knowledge of Six Nations’ history, culture, and people.
IMPACT OF ERROR:

Errors in omission, analysis and judgment in the conduct of duties could lead to loss of credibility, poor relations, confusion and misinformation resulting in negative impacts to the leadership team that could result in severe legal and/or financial ramifications. 

Errors in judgment and in the conduct of duties could lead to embarrassment to SNGR, community and administration; loss of public confidence and unnecessary conflict leading to lack of trust. 

CONTROLS:

Must work within the policies and procedures established by SNGREC as guiding principles for administration.

Six Nations Elected Council is an equal opportunity employer and will seek to accommodate the needs of individuals with disabilities in a manner that most respects their dignity.  All candidates are encouraged to apply.  Applicants from Six Nations and other First Nations will be given preference to deliver programs and services in a First Nations community.  Based on the need to provide qualified professional services, only those applicants meeting the minimum requirements will be invited for an interview.

