
 
 
Executive Assistant 
Woodstock, ON 
 
Are you an experienced Executive Assistant who: 
Would love to work for an amazing company with a great corporate culture? 
Thrives in a dynamic administration role? 
Finds a sense of satisfaction, providing executive support key to meeting company goals?  
 
About This Opportunity 
As our team continues to grow, we’re excited to be hiring for a new role - Executive Assistant to our Vice 
President Customer Experience and our Chief Financial Officer!  The primary responsibility of the Executive 
Assistant is to provide a high level of administrative support and coordination of services to members of our 
Executive Leadership team, allowing a primary focus on achieving established company strategic objectives.  
 
The Executive Assistant is a key and trusted business partner, with access to confidential and highly sensitive 
information.  
 
Required qualifications & responsibilities: 
 Minimum of 3 years of experience in an executive administration support role, supporting executive level 

management in aligning and achieving deliverables 
 Experience successfully managing and maintaining executive level management schedules, including all 

logistics pertaining to booking appointments, scheduling, coordinating and preparing meetings.  
Demonstrated competency to be flexible and assist with last minute needs or changes. 

 Demonstrated proficiency with preparing detailed reports and managing information 
 Ability to manage projects independently or coordinating resource with other departments 
 Effective organizational and time management skills in handling multiple tasks and priorities, and meeting 

required deadlines.  Demonstrated ability to prioritize deliverables and schedule accordingly; adept at 
identifying key and critical items for a timely response; discretion in decision making and/or deferring a 
response. 

 Adept at taking action with notes and deliverable items from meetings; distribution of meeting minutes. 
 Superior communication skills; both written and verbal.  Proven confidence in communicating with all levels 

within the organization, as well as external stakeholders. 
 Established ability to follow-up effectively with executives and managers or any deliverable items or project 

status updates    
 Ability to multi-task, prioritize and work in a high paced dynamic team environment; consistently displays 

ability to be a self-starter. 
 Proven ability to reliably produce quality work in a demanding, time sensitive environment  
 Must be approachable at all times, and work effectively and accurately under pressure, while maintaining a 

calm, friendly and professional demeanor. 
 Must maintain the highest level of discretion, confidentiality and professionalism 
 Advanced competency with the Microsoft Office Suite; Outlook, Word, Excel & PowerPoint 
 Post-Secondary education; preference given to candidates with Executive Office Administration diploma 

and/or university degree 
 Valid Class G Driver’s license with access to reliable transportation. 
 
What We Offer 
 Comprehensive benefits package including medical, dental, vision, retirement savings, health & wellness 

program, employee discount plan, tuition reimbursement program & interest free computer loans! 
 A rewarding, challenging, and fun place to work, and all of the benefits that go along with it! 
 
 



How to Apply 
Submit your cover letter and resume in confidence to heather.ens@execulinktelecom.ca no later than 4:00 
p.m., Monday, January 27, 2020. 

 
Not the right fit this time? Follow us on our social media pages! 
Facebook - https://www.facebook.com/ExeculinkTelecom/ 
LinkedIn – https://www.linkedin.com/company-beta/2244877/ 
Twitter - @Execulink 
 
About Us 
At Execulink Telecom, the largest locally owned independent telecom company in Southwestern Ontario, our 
only goal is to enhance your lifestyle at home, work and play.  As we grow rapidly, we have an unwavering 
commitment to continue to build a positive team, with a friendly, family spirited approach.  The selection of 
exceptional talent is important to us!  When you join Execulink, you’re joining a team that’s focused on not only 
providing an AWESOME experience to our customers, but to our employees as well.  We live and breathe our 
Mission, Vision and Values, and are searching for individuals who are excited to contribute and do the same! 
 
Execulink Telecom is an equal opportunity employer that is committed to inclusive, barrier-free recruitment and 
selection processes.  If contacted for an employment opportunity, please advise Human Resources if you 
require accommodation. 
 


