
 

 

JOB POSTING 
Executive Assistant  
Regular Part-time 
28 hours per week 
 
 
Who are we? 

Parkgate Society is a registered, not-for-profit charitable organization providing programs and 
services to the Seymour and Deep Cove community.  With a vision of a vibrant, connected 
community, Parkgate Society creates opportunities for people in our community to live life 
better. We support this vision through the development of a unique and diverse blend of 
accessible low-cost and no-cost programs and services, created in direct response to community 
needs; primarily serving children, youth, families, and seniors. 
We continually strive to find new opportunities to help us enhance or increase our community 
programs, community involvement, and community engagement. 

Community-inspired, Community-supported, Community-driven 
 
 
What’s the job? 

We are looking for a team player who would provide general administrative and clerical support 
to our management team, primarily supporting the Executive Director and the Child Care and 
Family programs. The successful candidate will become part of the management team and will 
be the glue that holds us all together. We are looking for an organized, detailed and self-
motivated individual who enjoys working in a team environment. If you love community, have a 
desire to learn and grow in a position and can thrive in a fast-paced environment then read on. 
 
Reporting to the Executive Director, the Executive Assistant will bring not only their computer 
and organizational skills, but also an ability to communicate well with the public and a passion 
for serving the community. This position plays a key role in helping our management team 
provide programs and services for the benefit of all community members.  Further, the position 
also provides support to our Board of Directors in their role as a governing body. Most 
importantly, this role goes beyond office support and administration duties. This position also 
plays an active role in the community to ensure our organization makes a difference in the life of 
each individual so we can attain our vision of a vibrant and connected community. 
 
 
What will you do? 

 Assist the Executive Director with the administrative details of governing the Society and 
supporting the Board of Directors; 

 Assist the Child Care and Family Services Manager with maintenance of the child care 
waitlist and administrative duties that support the department; 



 

 

 
 Provide general administrative and clerical support to the Society’s staff team; 
 Provide assistance with program management and event scheduling; 
 Assist with the general organization of community events; 

 
 
Who are we looking for? 

Here’s what you bring to our team: 
 Strong organizational and planning skills; 
 Experience in a senior administrative position; 
 Excellent computer skills and proficiency with Microsoft Office programs, Wordpress, and 

desktop publishing programs; 
 Well-developed communication and interpersonal skills and the proven ability to work 

within a team environment; 
 Resourcefulness and the ability to troubleshoot and resolve problems; 
 Positive attitude and a passion for community services; 
 Previous experience in the not-for-profit environment is preferred. 

 
 
Compensation: 

$22 - $25 per hour plus a generous benefits package. 
Please forward your resume and cover letter by email to info@parkgatesociety.ca. The job 
posting will be active until the position is filled. 

mailto:info@parkgatesociety.ca

