
 

 

ADMINISTRATIVE ASSISTANT 
with the 
REGIONAL DISTRICT OF MOUNT WADDINGTON 

                
 
The Regional District of Mount Waddington (RDMW) is seeking an experienced Administrative Assistant.  
 
Reporting to the Chief Administrative Officer (CAO), the Administrative Assistant provides clerical and secretarial 
support to the RDMW’s CAO, Deputy CAO and management staff at the RDMW’s administrative offices located 
at 2044 McNeill Road in Port McNeill on northern Vancouver Island. This is union position with a 35-hour work 
week and includes a generous benefits plan.  
 
Duties: 
 
Provides confidential administrative support to the CAO, Deputy CAO and Board of Directors.  
 
Performs diverse clerical and support tasks requiring considerable knowledge of applicable departmental and 
corporate functions, procedures and practices. 
 

Liaises with various internal and external contacts to coordinate activities and provide or request information. 
 

Prepares, processes and maintains records related to bylaws.  
 
Prepares correspondence for approval or notification and ensures approvals are obtained in a timely manner. 
 
Coordinates the signing and sealing of official documents in a timely and accurate manner. 
 
Prepares Board of Directors and committee meeting agendas, including supporting materials and electronic files. 
 
Attends meetings of the Board of Directors, Hospital Board and their committees and records / prepares meeting 
minutes in relation to same. 
 
Manages department records in accordance with corporate guidelines. Assists in the analysis of electronic 
records and manipulates data as required. 
 

Provides timely, accurate and thorough information and services in response to internal and external requests.  
 
Deals with inquiries and provides information and explains rules, regulations and procedures as applicable. 
 

Updates and maintains staff, board and committee tracking lists. 
 
Assists in planning and arranging meetings, seminars, and workshops. Attends to all logistical concerns such as 
booking meeting rooms, preparing material and equipment, ordering catering, and tracking attendance. 
 
Manages the website and calendar. 
 

Performs other duties as required. 
 
Preferred Requirements: 
 
Three years of recent, related experience supplemented by high school graduation and completion of relevant 
post-secondary courses in office or business administration; or an equivalent combination of training and 
experience. Experience in a local government setting is preferred, but not required. 
 



Demonstrated commitment to, and considerable skill providing a high level of customer service. 
 
Formal training in minute taking and / or bylaw preparation and processing is an asset. 
 
Sound skills and abilities related to office administration technologies, practices, procedures and standard 
protocols.   
 
Demonstrated ability to accurately record and prepare minutes, prepare agendas and related materials. 
 
Demonstrated communication skills (verbal and written), including the ability to effectively listen and assist in 
resolving problems.  
 
Demonstrated ability to draft and revise correspondence such as letters and memos, prepare brochures and 
newsletters. 
 
Strong interpersonal skills and the ability to establish and maintain effective working relationships.  
 
Demonstrated ability to exercise diplomacy, tact and professionalism. 
 
A high level of attention to detail and strong organizational skills including the ability to efficiently and accurately 
perform work within tight timelines, and the ability to manage multiple tasks and interruptions simultaneously, 
prioritize work and meet deadlines. 
 

Ability to exercise substantial discretion and deal with sensitive and confidential information, as well as the ability 
to apply policies, regulations and processes to routine and unique situations. 
 
High level of computer proficiency including the use of software programs such as Microsoft Word, Excel, and 
Outlook.  Experience with office machines and technology. 
 
A valid Class 5 driver’s licence. 
                
 
Please submit your cover letter and resume outlining qualifications and related experience by 4:00 pm Friday, 
January 5, 2018 to: 
 
Greg Fletcher, CAO 
Regional District of Mount Waddington, Box 729, Port McNeill, BC, V0N 2R0 
Fax: (250) 956-3232 or E-mail: info@rdmw.bc.ca 
 
Visit the RDMW website at www.rdmw.bc.ca  to learn more about the Regional District of Mount Waddington. 
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