
 Executive Assistant 
Job posting 

The role 
School District 22 (Vernon) is looking for an enthusiastic Executive Assistant who is passionate about 
making a positive difference in the lives of our region’s children. With that goal in mind, this individual will 
provide administration support to keep the Board of Education and the Senior Management team 
organized and efficient. 

The District includes: 

• 8,700 Kindergarten to Grade 12 students, including 220 international students
• 19 schools
• About 600 teachers, 420 support staff and 60 management staff
• An operating budget of about $110 million The

Executive Assistant duties include: 

• Performing the administration tasks necessary to hold successful Board meetings, including
drafting agendas, taking minutes, coordinating correspondence, and tracking action items.

• Efficiently tracking the legal documents of the District.
• Efficiently support the human resource operations for management staff.
• Facilitating the smooth and efficient operation of the Senior Management team by establishing and

maintaining excellent administrative systems.
• Independently leading and accomplishing specific projects.

The education, experience, and skills 
The successful candidate will have: 

• A diploma or, preferably, a degree in business administration or a related field.
• At least three years’ experience supporting the efficient operation of an organization.
• Strong proficiency in Microsoft Word, Excel, Outlook, Teams and SharePoint.
• The ability and desire to work as a member of a team to foster a supportive and student- 

oriented climate throughout the School District.
• Strong IT literacy, with the demonstrated ability and enthusiasm to learn how to use new

software quickly and effectively.

The reward 
The successful candidate will receive 

• A salary range of $63,000 to $72,000, depending on experience.
• A phenomenal health and dental benefits package.
• A generous pension plan.
• The opportunity to help shape the education, wellbeing, and future success of the children in our

region.



If this posting interests you, please respond with your cover letter, resume, and relevant certifications. The 
deadline to receive applications is January 31st, by 4:00pm. Interested applicants must apply electronically to: 

Nichole Cooke, Executive Assistant – Human Resources 
School District No. 22 (Vernon) 
Email: ncooke@sd22.bc.ca 

While we thank all who apply, only qualified applicants will be contacted. 

mailto:ncooke@sd22.bc.ca

	The role
	The education, experience, and skills
	The reward

