
WE'RE HIRING:
 EXECUTIVE ASSISTANT 

TO THE PRESIDENT & CEO

Then this job is for you!

This newly created position is an important addition to The Loomex
Group team, to keep up with the growing demands of the executive team.

To apply for this position, please send cover letter and a copy of
your resume to egervais@loomex.ca

The application deadline to apply is August 16th, 2021

Are you looking for an opportunity
to become an integral team

member of a diversified company?
A company that will let you show-off
your skills? A company that is ever-
growing, and continuing to add to

its list of celebrated wins?



www.loomex.ca
705.775.5022

Headquartered in Peterborough, Ontario, on the grounds of the Peterborough Airport, The
Loomex Group focuses the scope of its operations within the aviation, emergency management,
and infrastructure sectors. Now celebrating our 12th year in business, the broad knowledge base
of our team allows us to effectively deliver professional, quality-conscious products and services
for a diverse range of client needs. We specialize in aviation management & consulting, space,
economic development, agriculture, emergency management, training, and education. The
Loomex Group of companies includes Explorer Solutions Inc., with branches in Canada, USA, and
Europe.

The Executive Assistant to the President & CEO will help ensure that operations within the office
run on an efficient and timely schedule, and the role will also support and enhance the overall
work of the organization. The incumbent will bring an energetic personality to the role, with
strong organizational skills, the drive for providing excellent customer service, and the desire to
take on new challenges in a fast-paced work environment.

Job Purpose

Duties and Responsibilities

Preparing and coordinating meeting materials and agendas, sending out meeting requests,
meeting reminders, and minutes
Participating, updating, and maintaining a binder of current administrative procedures
Creating and preparing documents and presentations using Microsoft Office, Word, Excel, and
PowerPoint
Scheduling for the CEO, including meetings, conferences, and speaking engagements
Maintaining an Outlook calendar
Performing general clerical duties, such as answering telephone calls and directing/taking
messages as appropriate, photocopying, faxing, mail distribution, and filing
Greeting customers and answering phones in a professional and courteous manner
Coordinating travel arrangements as needed
Assisting with the maintenance of the company website
Liaising with the executive team to support them as needed
Assisting with the marketing of company resources, social media initiatives, and scheduling.
Preparing course materials in advance of course delivery
Participating in course delivery for clients as required
Supporting the functions of the organization through general administration
Maintaining a clean work area
All other tasks required for the smooth and efficient running of the office
Traveling across North America, assisting the President & CEO with business development
and related projects, as required

The Executive Assistant will be responsible for:



www.loomex.ca
705.775.5022

Qualifications

Degree or diploma in business or marketing
Five-years related experience, such as administrative, business marketing, communications
Experience working in a fast-paced, rapidly growing company
Ability to adapt quickly, adjust priorities and move forward on a daily basis
Excellent computer skills in Microsoft Office Suite, including Microsoft PowerPoint, Excel, and
Word 
Competency with Adobe software and other graphic design tools 
Excellent written and verbal communication skills 
Excellent ability to organize, manage and prioritize multiple tasks 
Excellent teamwork skills 
High attention to detail

Working Conditions

Work is performed in an office environment and employees will be exposed to those conditions
normally encountered in a business office environment. Physical demands are light, consisting
primarily of sitting, standing, and walking. 

The candidate will be required to work in a fast-paced environment and have the ability to quickly
adapt to changing work conditions. The candidate will arrive for work in business-professional
attire, be well-groomed, and have appropriate personal hygiene.

The candidate must be able to work a 40-hour work week. The typical working hours will be 8 a.m.
to 4:30 p.m., Monday-Friday, and there will be the occasional need to work additional or flexible
hours in order to accommodate special events and presentations.

Applying

To apply for this position, please send a cover letter and a copy of your resume to
egervais@loomex.ca by end of day August 16th, 2021. 

Cover letters should be addressed to: 

Trent Gervais, CMMIII, EMP
President and CEO 
925 Airport Road, Unit 550
Peterborough Ontario
K9J 0E7

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

Please visit our websites at www.loomex.ca and www.explorersolutions.ca for more information
about our group of companies!

http://www.loomex.ca/
http://www.explorersolutions.ca/

