
Career guidance

Attractive
compensation

Learning &
development
opportunities 

Collaborative &
inclusive culture

Health & wellness
programs

All the benefits
you're looking for
in your career.

Executive Assistant to 
the President and CEO 

Become our

What you'll do

Position location: 
The Loomex Group's head office
(located on the grounds of
Peterborough Airport)

Who we are
In business since 2009, The Loomex Group is a North American
group of companies that provides services out of four main
divisions: aviation and aerospace, infrastructure and asset
management, education and compliance, and emergency
management. The broad knowledge base of our team allows us
to deliver professional, quality-conscious products and services
that meet a diverse range of client needs.

Preparing and coordinating meeting materials and agendas,
sending out meeting requests, meeting reminders, and
minutes  
Support the President and CEO with corporate strategic
initiatives 
Participate in updating and maintaining a binder of current
administrative procedures 
Creating and preparing documents and presentations using
Microsoft Office 365, including Word, Excel, and PowerPoint 
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 

You will be responsible for: 

Reporting to the President and CEO, the Executive Assistant will
help ensure that the President and CEO’s schedule and projects
are overseen and managed promptly and efficiently. The role will
also act as a liaison between the President and CEO and other
Loomex Executives and clients while supporting the overall work
of the organization.   



Please email your
resume and cover letter
to acallery@loomex.ca

We are accepting
applications until 
August 12, 2022

Greeting customers and answering phones in a professional
and courteous manner 
Coordinating travel arrangements as needed 
Assisting with human resource-related tasks 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 
Maintaining company policies and procedures and updating
as needed 
Preparing training 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 and
CEO with business development and related projects as
required 

Interested in adding
your talents to our
team? 

We thank all those who apply.
Please note that only those
applicants who get selected for
an interview will be contacted.

What you'll bring to the table

Previous experience in an executive assistant role 
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
PowerPoint, Excel, and Word  
Competency with Adobe software and other graphic design
tools
Excellent written and verbal communication skills  
Excellent ability to manage, organize, and prioritize multiple
tasks 
Excellent teamwork skills  
High attention to detail 
A self-starter who can work with minimal supervision  
The skill to foresee and mitigate issues before they arise 

The Executive Administrative Assistant is energetic and
passionate with excellent customer service and organizational
skills, and the desire to take on new challenges in a fast-paced
work environment. 
 

If you have any additional
questions about this role please
reach out to acallery@loomex.ca.



Working conditions

Full-time permanent position
40-hour work week, primarily Monday to Friday, however,
the incumbent may occasionally work evenings, weekends,
or after-hours to accommodate special events and
presentations 
Business professional attire is required  
Work is performed in an office environment, and the
successful candidate shall be exposed to those conditions
normally encountered in a business office environment
The physical demands of this role are light, consisting
primarily of sitting, standing, and walking
Work is performed in a fast-paced environment requiring the
ability to adapt to changing working conditions quickly 

The Loomex Group provides equal employment opportunities to all employees and applicants for
employment and prohibits discrimination and harassment of any type without regard to race, colour,
religion, age, sex, national origin, disability status, genetics, sexual orientation, gender identity or
expression, or any other characteristic protected by federal, provincial, or local laws. 

Qualifications  
Post-secondary education in administration or equivalent
experience
Minimum five (5) years of related experience in business
marketing, communications or administration 
Excellent computer skills in Microsoft Office Suite, including
PowerPoint, Excel, and Word  
Competency with graphic design software and Adobe
software 
Proven ability to multitask and manage a high-demand
schedule 

Please email your
resume and cover letter
to acallery@loomex.ca

We are accepting
applications until 
August 12, 2022

Interested in adding
your talents to our
team? 

We thank all those who apply.
Please note that only those
applicants who get selected for
an interview will be contacted.

If you have any additional
questions about this role please
reach out to acallery@loomex.ca.


