Executive Assistant

Toronto Office

About Windmill Microlending:
Windmill Microlending enables immigrants and refugees to build careers in Canada while
reducing poverty and labour shortages. We do this by offering affordable loans along with
career assessment coaching, financial literacy training, and mentorship for newcomers who
lack access to mainstream credit.
Since 2005, Windmill has empowered over 7,000 clients in healthcare, IT, financial services,
law, engineering, and many other fields to triple their incomes as a result of our affordable
loans and support. Windmill is a registered Canadian charity supported by donations and
community bonds from the private sector and grants from the public sector.
Position Description:
Reporting to the CEO, the Executive Assistant will perform a variety of administrative,
logistical, program delivery and operational duties to provide executive support to the CEO,
members of the Leadership Team, and the Toronto office team.
The Executive Assistant will play an important role in supporting significant growth and
organizational change at Windmill, where the environment is fast-paced and entrepreneurial.
This role contributes to the attainment of Windmill’s mission, and exemplifies the values of
passion, empowerment, simplicity, and results in all he/she does.
This role will have the following responsibilities:
Support the Chief Executive Officer (30%)
• Manage the CEO’s calendar: coordinating and creating meeting appointments and
reservations (internal and external), RSVPs and conference registrations.
• Ensure efficient administrative support to the CEO, including preparation of
correspondence, reports, confidential materials and other related documents.
• Manage communications with internal and external stakeholders to facilitate meetings
for the CEO, including ensuring that they are prepared with appropriate background
materials in advance of meetings and travel.
• Provide travel support for CEO: booking flights and hotels, detailing all travel
information in calendar, check in and seat selection, transportation booking to and
from airports. Preparing a digital travel pack for each trip, including relevant
information on travel, accommodation, meeting locations, and biographies of meeting
attendees.
• Reconciliation of CEO’s visa and personal expenses on a monthly basis.
Support to the Leadership Team and Development Team (65%)
• Provide parental leave coverage for the Operations Coordinator by supporting the
human resource and operational needs of the National Director, Operations. This
includes assisting with the recruitment process, on-boarding, and retention plans, and
day-to-day coordination and oversight of operational activities across the country.
• Provide support to the Development Team by coordinating event briefs, venues,
caterers, programs, speakers, vendors, invitations, RSVPs, audio visual needs and all
other details related to events hosted by Windmill in Eastern Canada.
• Provide administrative support to the Development team including updating the data
room and the proposal library.
• Provide administrative support to the Development team leadership and senior
volunteers.
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Provide travel support to the Leadership Team as needed re: booking flights and
accommodation
Reconciliation of Leadership team members visa and personal expenses on a monthly
basis as needed
Additional administrative support for projects as required

Administrative Support for the Toronto Office (5%)
• Plan and organize office social events, team meetings, and town halls as determined
by the CEO and the National Director, Operations
• Onsite support for issues related to Toronto office building management, and local
suppliers
• Act as the administrative hub for the Toronto office
• Manage incoming and outgoing mail; including depositing of cheques
• Manage office and kitchen supplies, and general tidiness within the office
Competencies and Characteristics:
• Extraordinary attention to detail
• Enjoys the challenge of anticipating problems and resolving them in advance to ensure
smooth workflows for teams
• Strong written and verbal communication skills in English required, written and verbal
communication skills in French an asset
• Personal maturity, discretion, and confidentiality due to the sensitive nature of the work
required
• Demonstrated resourcefulness in setting priorities, managing multiple tasks
simultaneously and proposing new ways of creating efficiencies
• Excellent people skills; experience in collaborating in a multi-disciplinary, diverse and
dynamic team
• High-energy, self-motivated approach, ability to work independently and with others in
the support of the team
Other Qualities:
• Passion to help skilled immigrants overcome their barriers to labour market integration
• Desire for professional contribution, and takes pleasure in supporting others
• Sensitivity to the various backgrounds and challenges facing our clients
• Proven ability to work effectively with people from diverse cultural backgrounds
• Professional demeanour, attire, and presence at all times
Qualifications and Knowledge:
• Possesses a relevant degree or diploma, or equivalent combination of education and
experience
• Three to five years’ experience in an administrative position preferably directly supporting
a CEO or senior executive, or related experience that demonstrates growth and the
progression of skills and responsibilities
• Experience working in a not-for-profit organization and in a volunteer board governed
environment would be an asset
• Expertise with MS office products and the ability to learn and use new IT systems as
required
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Working Conditions:
• Toronto office (Avenue Road)
• Work in office a minimum of two days per week, with the option to work offsite for up to
three days per week
• Full-time
• Flexibility to work outside of regular business hours due to meetings, events, and
emergencies on occasion
Salary:

•

Starting range $60,000-$68,000 annually. Commensurate with experience.
Windmill offers an attractive compensation package including a competitive
salary, health/wellness, RSP and vacation benefits.

If you meet the criteria above and are interested in applying for the position, please send your
resume to hr@teamwindmill.org (reference: Executive Assistant). We are actively recruiting
for this position, so to ensure you are given due consideration for this opportunity, interested
candidates should send their resumes, including a cover letter as soon as possible. The
successful candidate will be required to provide a Police Clearance Certificate. We thank all
applicants for their interest; however, only those considered for an interview will be
contacted directly. No phone calls, please.
Windmill Microlending is an equal employment opportunity employer. Adhering to Canada’s
Human Rights Code, Windmill grants equal employment opportunity to all qualified
persons without regard to race, creed, colour, gender identity or expression, disability, sexual
orientation, family status, marital status, citizenship, ancestry, ethnic origin, age or place
of origin. We celebrate diversity and are committed to creating an inclusive environment for
all employees and are committed to the government of Canada’s 50-30 Challenge; focused
on gender parity and representation of under-represented groups.
Information on Windmill Microlending - http://www.windmillmicrolending.org

