
                         Job Posting 
 

Position:   Executive Assistant (Union-Exempt) 

Location:  1645 Woodroffe Avenue 
Start Date:  August 12, 2019 
Salary Range:   $53,694 to 65,201  
 

The Ottawa Student Transportation Authority (OSTA) manages and delivers student transportation 
services effectively and efficiently for the more than 68,000 students of the Ottawa Catholic and 
Ottawa-Carleton District School Boards receiving transportation services each day. 
 
Position Summary: 
Reporting to the General Manager/Chief Administrative Officer, you provide confidential 
administrative support to OSTA Senior Management Team (GM/CAO, Controller and Assistant 
GM). Administrative activities include the effective day-to-day operation of the office; providing 
customer support; providing updates on all current and emerging issues of importance; 
maintaining schedules and calendaring system; gathering data, preparing correspondence, 
reports and agendas; coordinating meetings and taking minutes; communicating with a variety 
of contacts, both internal and external on a daily basis; and preparing materials for freedom of 
information requests. 
 
Qualifications: 

 Demonstrated ability to maintain strictly confidential and sensitive information.  

 Knowledge of, or the ability to quickly become familiar with OSTA and the Member School 
Board’s organizational structures, programs, policies and procedures and relevant 
legislation such as the Education Act, Highway Traffic Act, collective agreement, and 
Ontario public education system in general. 

 You are a confident, creative problem solver, able to triage and redirect requests as 
appropriate and provide solutions, set priorities and demonstrate flexibility, work effectively 
both alone and as part of a team, and customer service oriented, demonstrating advanced 
interpersonal and communication skills, both verbally and in writing with diverse internal and 
external audiences and exhibit tact, diplomacy and discretion in handling delicate and highly 
confidential matters. 

 An independent thinker who works well without a lot of direction; an excellent listener and 
demonstrates empathy, judgement, initiative, responsibility and common sense.  

 Highly organized, ensuring timely completion of multiple tasks and priorities. 

 Demonstrated advanced proficiency in office software applications, including Word, Excel, 
Powerpoint, database management, Google sheets, electronic calendaring, and email. 

These skills would normally be acquired through a college diploma in Executive Office 
Administration, and 5 to 6 years related experience in progressively responsible administrative 
positions, preferably in a school or district office; or an equivalent combination of experience 
and education.  Experience in the transportation industry is an asset.   
A detailed copy of the job description is available at http://www.ottawaschoolbus.ca 

The Application Deadline is June 23, 2019.  Please email your cover letter and resume to: 
 

jobs@ottawaschoolbus.ca (in .doc or pdf format only) 

We thank all candidates for their interest; however, we will only contact those selected for an 
interview. Persons with disabilities who need accommodation in the application or interview 

process should email a request to jobs@ottawaschoolbus.ca 
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