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EXECUTIVE ASSISTANT 
 
POSITION SUMMARY 
At Nutrien Wonderhub, Saskatchewan’s only children’s museum, we bring children and families 
together to create, learn, and play. Reporting to the Chief Executive Officer (CEO), the Executive 
Assistant (EA) provides effective and confidential support to the CEO and members of the Leadership 
Team to achieve key organizational objectives. This position also supports the work of the Board of 
Directors, acting as a primary liaison who coordinates logistics, maintains records, and ensures timely 
follow-up. The EA is a proactive learner, problem-solver, and team player who contributes to a positive 
workplace culture. Professional, reliable, and efficient, the EA is passionate about the role of non-profit 
organizations in the community.  
 
KEY AREAS OF RESPONSIBILITY 
 
1. CEO and Leadership Team Support 

 Provides executive-level administrative support to the Chief Executive Officer and other 

members of the Leadership Team, as appropriate.  

 Works to create efficiencies and maintain optimized work-flow within the office of the CEO, 

evolving processes to respond to priorities and emerging needs.  

 Monitors and assists in prioritizing responses to emails and mail of the CEO as appropriate.  

 Manages the CEO’s itinerary, including scheduling meetings, public engagements, and other 

arrangements; providing background information to assist with meeting preparation. 

 Coordinates meetings, prepares agendas, meeting materials, presentations, and minutes, on 

behalf of the CEO. 

 Supports maintenance of financial accounts and prepares credit card reconciliations on behalf of 

the CEO.  

 Undertakes special projects in support of the objectives of the CEO and Leadership Team. 

 With direction from the CEO, coordinates, collects, and compiles data and information for 

presentations, reports, and various projects. 

 Takes initiative to identify emerging issues requiring attention and escalating to the CEO or 

Leadership Team member(s) as appropriate.  

 

2. Board Support 

 Acts as a primary liaison with the Board of Directors and coordinates Board and Committee 

meetings and events, including scheduling meetings, booking rooms, preparing meeting 

materials, presentations, packages, and minutes.  

 Attends all Board and Committee meetings, completes set-up and supports conduct of the 

meetings according to bylaws and governance policies and records meeting minutes. 
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3. Administrative Coordination and Support 

 Performs a variety of confidential administrative functions including maintaining human 

resource records. 

 Oversees job postings, interviews, onboarding and offboarding to ensure smooth transitions. 

 Supports the administration of group benefit and retirement savings plans.  

 Provides professional service by phone, email, and in-person, providing general information and 

referring inquiries to appropriate sources based on a broad knowledge of policies, procedures, 

protocols, and personnel. 

 Maintains central filing system for company records and corporate filing.  

 Maintains appropriate inventory of office supplies and processes mail. 

 

4. Other 

 Performs all duties and responsibilities in a manner consistent with the museum’s mission, 

vision, and values.  

 Maintains the highest level of discretion and confidentiality at all times, using diplomacy when 

dealing with sensitive matters while exercising sound judgement, respect and discretion.  

 Fills in for administrative support in temporary absence of support in other areas, as required.  

 On an as needed basis, provides administrative support for organization-wide initiatives and 

events.  

QUALIFICATIONS & SKILLS 

 A university degree, or diploma in office administration, with three to five years of experience 
providing administrative support at an executive level. Equivalent combination of education and 
experience would be considered. Knowledge of non-profit organizations is an asset.  

 Minute taking experience in both formal and informal meetings.  

 Knowledge and demonstrated skill is use of Microsoft 365 (Word, PowerPoint, Excel, Teams, 
OneDrive). 

 Proactive, highly organized, self-motived with the ability to prioritize and meet deadlines.  

 Excellent communication skills, both verbal and written, and a strong attention to detail. 

 Demonstrated ability to anticipate needs and propose solutions to ensure the effective 
workflow of the office of the CEO. 

 Demonstrated ability to foster relationships and partnerships with internal and external 
stakeholders.  

 High level of trust and integrity, contributing to a positive work culture. 

 High level of critical and logical thinking and the ability to problem solve and think creatively.  

 Energetic, self-motivated, results-oriented with a strong work ethic.  

 Ability to work collaboratively in a dynamic environment, balancing multiple priorities and 
deadlines. 

 Willingness to learn and adapt to challenges and differing perspectives.  

 Commitment to inclusion, diversity, and equity. 

OTHER CONSIDERATIONS 

 Current Criminal Record Check and Vulnerable Sector Check required upon offer of 
employment. 
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 This position requires travel within Saskatoon; a valid driver’s license as well as access to a 

vehicle. 

 Must be available during non-regular business hours, such as evenings and/or weekends, to 
attend meetings, programs, and events, on an occasional basis. 

REPORTING 
This position will report to the Chief Executive Officer. 
 
COMPENSATION & BENEFITS 

 Salary range: $50,918 – $63,648 (target mid-point of $57,283), depending on experience 

 Three weeks' vacation  

 Comprehensive group benefit plan 

 Group retirement savings plan 

 Professional development opportunities 

 Complimentary family membership to the museum 

LOCATION 
This full-time (40 hours/week) role will primarily be in-person, with some flexibility to work remotely 
from time to time. Nutrien Wonderhub is located at 950 Spadina Crescent East, Saskatoon, SK. Some 
travel is required occasionally, primarily within Saskatoon. 
 
WHO WE ARE 
Our mission is to bring children and families together to create, learn, play, and explore without 
boundaries. 
 
Our vision is to expand possibilities for children; building a brighter future for our community. 
 
We are a world-class children’s museum. In June 2019, we opened our doors at our new home in the 
historic Mendel Building, located on the banks of the South Saskatchewan River. Since opening we have 
brought thousands of visitors together in a rich educational environment that fosters learning through 
experiences rooted in play. 
 
Our interactive exhibits and engaging programs provide creative and educational experiences for 
children and families. A walk through the museum reveals a flowing space that is comfortable, exciting, 
and welcoming of all people. From the ethereal northern lights that grace the heights of the facility’s 
main gallery to the fan-favourite, whimsical fiber-art climbing structure, you’ll discover nooks for high 
energy activity and crannies for quiet, thoughtful creation and play. Our exhibits provide endless 
opportunities to explore the wonderful ways science, technology, engineering, art, and math interact. 
The museum draws visitors from across the province, and beyond, and is integral to the cultural fabric of 
Saskatchewan. 
 
Located on Treaty 6 Territory and the Homeland of the Métis, we are Saskatchewan’s only children’s 
museum and in 2023-24 we anticipate more than 120,000 visits. As a non-profit organization, we rely on 
daily admissions, memberships, programming fees, and vital community support to fund our programs 
and operations. This is an exciting time to join Wonderhub as the museum is embarking on a new 
strategic plan (2023-2026), building on our strengths and preparing for our next phase of growth and 
organizational development. 
 
For more information about Nutrien Wonderhub, please visit: www.wonderhub.ca.  
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FOR MORE INFORMATION ABOUT THIS OPPORTUNITY, PLEASE CONTACT: 
Leah Brodie, Chief Executive Officer 
306-249-3574 ext. 233 
leah@wonderhub.ca  
 
TO APPLY, PLEASE SUBMIT A COVER LETTER AND RESUME BY 11:59 PM ON SUNDAY, JUNE 9, 2024, 
TO: careers@wonderhub.ca  

Nutrien Wonderhub offers an inclusive workplace that embraces diverse backgrounds and commits to 
diversity, equity, and inclusion.  

We thank all applicants for their interest, however, only those candidates selected for an interview will 
be contacted. 


