
 
The Rideau Valley Conservation Authority is the lead intermunicipal agency working to address river-related 
environmental issues and concerns within the Rideau Valley watershed.  Thanks to our many partners, the scope of our 
environmental protection work includes planning, source water protection, tackling flooding and erosion problems and 
researching water movement and use in the valley.  We help people maintain healthy shorelines, provide advice on 
development-related issues and report to municipalities, agencies and the public about watershed conditions and trends.  
We also provide public access to natural waterfront areas, deliver community-based stewardship programs, reduce water 
pollution and protect fish and wildlife habitat. 
 

Executive Assistant 
Permanent Full-Time 

$49,748 - $59,224 annual salary (plus pension and benefits) 
 

Our offices are located in a suburban area just south of Ottawa where public transportation is limited.  
Candidates should ensure they have reliable transportation prior to applying. 

 
The Executive Assistant is responsible for a variety of clerical and administrative functions working within the Corporate 
Services department. They primarily support the scheduling and coordination of meetings and events for the General 
Manager, the Executive Director of the Rideau Valley Conservation Foundation and more broadly provide administrative 
support to other departments as needed.  
 
As the ideal candidate you have the following knowledge and skills:  

• College diploma in administration, office support or a similar program; 

• Two years relevant experience, including experience organizing meetings and events and taking minutes; 

• Able to work independently with little direction; 

• Exceptional organizational skills with strong attention to detail 

• Demonstrated good judgement and the ability to quickly analyze and solve problems; 

• Excellent interpersonal and organizational skills; 

• Demonstrated flexibility and an ability to work in a fast paced and challenging environment; 

• Ability to attend meetings outside normal working hours as required; 

• Excellent written and verbal skills in English; the ability to communicate verbally in French is an asset; 

• Expert skills in Microsoft Office programs; 

• Strong keyboarding skills and ability to take minutes of meetings; 

• Valid Ontario G class driver’s license or equivalent and a satisfactory driving record is mandatory; 

• Strong commitment to championing protection of the environment and the safeguarding of land and water 
resources. 

 
Additionally, you are a self-motivated individual, comfortable with multitasking and working with competing deadlines. You 
take pride in high standards and providing a high level of service to your team.  
 
If this position sounds like the right challenge for you, please send your resume and covering letter, no later than 4:30pm 
Wednesday, October 15, 2021 to: e-mail:  hr@rvca.ca 

Human Resources 
Rideau Valley Conservation Authority 

P.O. Box 599, 3889 Rideau Valley Drive 
Manotick, Ontario K4M 1A5 

Fax:  (613) 692-0831 
Visit us on the web at www.rvca.ca 

The Rideau Valley Conservation Authority is an equal opportunity employer. 
We welcome all applications; however we will contact only those candidates selected for consideration.  

We are committed to providing accommodations for people with disabilities. If you are selected for an interview and you 
require an accommodation, we will work with you to meet your needs. 
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