
CAREER OPPORTUNITY 
 
Executive Assistant 
to the Chief Administrative Officer 
 
Mount Pearl is a vibrant, progressive community with an exceptional quality of community life and a 
strong sense of home.  We are home to 23,000 people who live, work and play here and our economy is 
dynamic and rooted in innovation and excellence. We are seeking a person who is strategically focused on 
the continual growth and community development of Mount Pearl. 
 
The role 
 
Reporting to the Chief Administrative Officer (CAO), the Executive Assistant provides administrative 
support to the CAO and members of the CAO’s team.  This position requires an experienced, reliable and 
task-oriented individual. The Executive Assistant will work directly with the CAO primarily during working 
hours but will be required to support the CAO in important after-hours situations from time to time.  The 
EA will be responsible for performing several administrative duties including such tasks as preparing 
reports and presentations, handling calls, and managing budgets and other financial matters.  
Responsible for coordinating projects that may involve working with all levels of management and staff.  
The Executive Assistant will also be responsible for managing the CAO’s calendar, meetings and other 
administrative matters such as budget and expenses.  The EA must be extremely organized, efficient and 
able to function in a fast-paced environment.  The Executive Assistant will need to have great 
interpersonal skills.  The EA requires the ability to multi-task, strong decision-making skills, verbal and 
written communication skills, and attention to detail. 
 
The ideal candidate 
 
The ideal candidate will possess progressive office management experience (minimum of 5 years) in a 
client focused environment, supplemented by a 2-3 post-secondary education program in business or 
office administration, or any equivalent combination of experience and training that is acceptable to the 
City. 
  
Our team is the place for you! 
 
The City offers a respectful, safe and exciting work environment focused on public service, competitive 
compensation of $58,000 to $73,000 per annum, comprehensive programs in health and wellness, and a 
defined benefit pension plan. 
 
Application deadline is Friday, September 27, 2019, at 4:00 pm. 
 
Interested applicants may apply, in confidence, by submitting a cover letter and resume in PDF format 
referencing the competition number Competition Number: EA-CAO,2019-47-EX to 
recruitment@mountpearl.ca. 
 
The City thanks all interested applicants. Selected applicants will be notified if invited for an interview.  To 
check the status of the competition or view the detailed job description please visit our website at 
http://mountpearl.ca/jobs/ or contact Human Resources at 709-748-1094. 
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