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Executive Assistant 
 
Stem Cell Network 
The Stem Cell Network (SCN) is a national not-for-profit organization that supports three 
main objectives: stem cell and regenerative medicine research; training the next 
generation of highly qualified personnel; and knowledge mobilization and transfer of stem 
cell and regenerative medicine research. From the lab to the clinic, our goal is to power 
science that will benefit Canadians. SCN was created in 2001. With support from the 
Government of Canada, the Network has grown from a few dozen labs to more than 196 
world-class research groups, supporting 200+ research projects and 24 clinical trials. Since 
its inception, 21 biotech companies have been catalyzed and more than 4,000 highly 
qualified personnel have been trained. In 2021, the Government of Canada demonstrated 
its continuing trust and support in SCN with an investment of $45 million for the 2022–25 
period. To learn more visit stemcellnetwork.ca 
 
Purpose: 
With a primary responsibility of supporting the President and CEO, the Executive Assistant 
(EA) provides support to the President with maintaining office operations, corporate 
calendars, travel arrangements, and project management. The EA is also responsible for 
managing the President’s calendar and ensuring a bring-forward system is implemented 
and maintained for reviews and approvals. From time to time the EA will also provide 
administrative support to the senior management team, including serving as Secretary for 
Senior Management Team meetings (SMT) and full staff meetings. Additionally, the 
incumbent will ensure online filing systems are up to date, office equipment is in good 
working order and tracked, and support is provided with submissions of travel and 
expense claims. The EA maybe asked to create reports, format documents, draft 
correspondence and respond to external stakeholders on behalf of the President. The 
incumbent will also work with the senior management team to ensure annual processes 
for planning and reporting requirements are upheld. 
 
Key Responsibilities & Accountabilities: 
• Manages scheduling for the President and CEO, including agendas, meetings, 

speaking engagements, handling correspondence, email, calls, and other 
documentation 

• Coordinates scheduling for the President and CEO 
• Coordinates scheduling of significant or large-scale meetings for the Senior 

Management team 
• Organizes and prepares for SMT, staff and stakeholder meetings led by the 

President, including gathering documents, taking minutes, preparing the initial draft 
of minutes, and attending to logistics of meetings 

https://stemcellnetwork.ca/


 

 

2 

 

• Manages travel for the President (which may include domestic and international) 
and travel-related activities, including hotel booking and transportation, and may be 
asked to do so for other members of the SMT from time to time 

• Prepares, reconciles, and submits travel expense reports for the President and SMT 
• Assists in the preparation of presentations and reports as directed by the President 

and CEO 
• Maintains professionalism and strict confidentiality with all materials, and exercises 

discretion at all times 
• Maintains a filing system for corporate records, documents, and reports 
• Oversees SCN’s corporate online filing system ensuring ease of reference in finding 

documentation 
• Recognizes opportunities for improving operational efficiency, anticipates the 

administrative support needs of the President and CEO, and develops and 
implements procedures accordingly 

• Maintains office supplies inventory by checking stock to determine inventory level; 
anticipating needed supplies; evaluating new office products; placing and expediting 
orders for supplies; and verifying receipt of supplies 

• Ensures operation of equipment by completing preventive maintenance 
requirements; following manufacturer’s instructions; troubleshooting malfunctions; 
calling for repairs; maintaining equipment inventories; and evaluating new 
equipment and techniques 

• On occasion, performs other duties as assigned 
 
Education & Experience Requirements: 
• Post-secondary education in a related field, or a combination of education, training 

and experience 
• At least five years experience in an administrative role reporting directly to upper 

management 
• Must have strong communications skills, demonstrated attention to detail and 

quality assurance, and ability to work without close supervision 
• Strong time-management skills and the ability to organize and coordinate multiple 

projects at once 
• Experience managing multiple calendars and booking travel 
• Ability to maintain confidentiality and discretion in all matters, recognizing that you 

represent and are entrusted with the reputation of the organization’s leadership 
• In-depth understanding of entire MS Office suite and other office productivity tools, 

with aptitude to learn new software and systems 
• Must be able to meet deadlines in a fast-paced quickly changing environment 
• Experience working in a matrix organization 
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• Ability to work effectively in a remote team environment maintaining collaboration 
with other staff 

• Previous experience working in a not-for-profit environment is an asset 
• Bilingualism in both Canada’s official languages is an asset 
 
 
Applications Deadline: Interested Applicants should forward a CV with a cover letter to 
SCNHR@stemcellnetwork.ca by January 13, 2023. 
 

“The Stem Cell Network is committed to providing accessible employment practices, in 

compliance with the Accessibility for Ontarians with Disabilities Act, 2005 (AODA).  Applicants 

are asked to make accommodation requests to SCN, and we will make every effort to ensure 

that accommodation requests are met throughout the recruitment process.”  
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