
 

Executive Assistant – Part time, 3 days a week 

ABOUT US 

viaSport is a non-profit organization that believes in the power of sport to impact communities and lives across 
British Columbia. We support B.C. amateur sport organizations to create experiences that are safe, inclusive and 
meaningful. Through social innovation, we strive to improve access to sport, strengthen the eco-system, and 
inspire communities with research, program development, education, evaluation, and fund development.  

As a small and passionate team located in downtown Vancouver with an operating budget of approximately $2M, 
we manage government’s $15million investment in sport and are dedicated to scaling the impact of sport in the 
province and beyond. As a key driver of this important work, our team is looking for a dynamic sport leader to 
help deliver this strategic vision. 

viaSport is an equal opportunity employer. We recognize that a diverse work force is critical to accomplishing our 
vision and are committed to fostering an inclusive environment for all employees. 

JOB SUMMARY 
Working with the Chief Executive Officer, this role will involve organizational tasks related to the leadership of 
viaSport and the implementation of the following strategic priorities: 
 

• Strengthening resiliency so that the British Columbia sport eco-system is efficient, strong and 
sustainable. 

• Elevating excellence so that sport organizations and leaders in British Columbia are well equipped to 
deliver safe, inclusive, and high-quality sport experiences; 

• Expanding reach so that more British Columbian’s are inspired and enable to benefit from sport. 

RESPONSIBILITIES 
 
Executive Coordination 

• Supports CEO with correspondence, preparing reports and presentations, scheduling meetings, and 
follow up.  

• Ensures consistent visibility, accuracy and completeness of calendar appointments and meetings. 
• Assist with the development, tracking, and maintenance of key organizational relationships. 

 
Corporate Governance and Board Support  

• Creates and maintains an effective annual governance cycle.  
o Develops agendas, meetings, and action items for the Board, committees, working groups and 

advisory bodies. 
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o Tracks and reports on action items and pending business. 
o Attend meetings of the Board, committees, working groups and advisory bodies and accurately 

preparing and finalizing minutes. 
o Update and maintain the minute book and related materials and documents, and board 

member information. 
o Prepares presentation materials 

• Supports the Board and Board committees in work plans 
• Plans all meetings including AGM and related materials.  
• Updates Board policy books and related governance documents. 
• Ensures all corporate filings and record keeping.  
• Provides updates on any legislative and regulatory changes relevant to the organization. 

EDUCATION AND/OR EXPERIENCE 

An equivalent combination of the following education and experience will be considered: 

• Post-secondary education in administration, legal and or governance administration. 
• 7+ years related experience in British Columbia 

SKILLS AND KNOWLEDGE 

• Created and maintained governance materials as required for a BC non-profit or charitable organization. 
• Excellent knowledge of governance, legislation and compliance best practices. 
• Strong communication, presentation and analytical skills. 
• Well-versed user of Microsoft software, presentations programs with project management techniques 

and tools. 
• Ability to grasp new concepts and run with them. 
• Strong time management, organization and attention to detail. 
• Excellent oral, written and interpersonal communication skills. 
• Self-motivated with the ability to problem solve.  
• Ability to work collaboratively with both internal and external stakeholders 
• Event management experience. 
• Experience with online tools for virtual communications.  

WORKING ENVIRONMENT 

• Office location – 1351-409 Granville Street, Vancouver 
o Staff are encouraged to work from home while COVID restrictions are in place 

• Flexible hours 
• Includes benefits according to People Policies 
• Annual performance review 
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APPLICATION DETAILS 

If you’re eager to contribute to a collaborative team doing meaningful work, let us know how this role fits with 
your background and goals for growth, as well as your salary expectations.  A Criminal Record Check will be 
required.  To apply, please send your cover letter and resume by May 21, 2021 to Marion Janssen at 
marionchrp@gmail.com. 

We wish to thank all applicants for their interest; however only those invited to interview will be contacted. 
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