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Job Title: Administrative Assistant 
Reporting to the Executive Assistant to the President and CEO, the Administrative Assistant 
provides critical administrative support to ensure the smooth and efficient operation of the 
Mississaugas of the Credit Business Limited Partnership (MCBLP) office. This role includes 
managing reception duties, coordinating meetings and events, maintaining organized 
records, and assisting with day-to-day office operations. The Administrative Assistant is a 
key point of contact for internal and external stakeholders and is expected to demonstrate 
professionalism, discretion, and a high level of organization. 

Key Duties and Responsibilities 
 
Reception and Front Desk Duties 

• Serve as the first point of contact for visitors and callers, ensuring a welcoming and 
professional experience. 

• Answer and direct incoming calls to the appropriate staff member or department. 
• Greet visitors and assist them with inquiries or direct them to their appointments. 
• Manage incoming and outgoing mail, including courier services. 

Administrative Support 
• Provide administrative support to the Executive Assistant, including scheduling 

meetings and appointments for the President and CEO. 
• Draft, proofread, and format correspondence, reports, and other documents. 
• Perform general clerical duties such as photocopying, scanning, and filing. 
• Maintain and organize shared files and databases, ensuring they are accurate and 

up to date. 
• Assist with data entry and the preparation of basic reports. 

Meeting and Event Coordination 
• Arrange logistics for meetings, including booking meeting rooms, setting up 

audiovisual equipment, and preparing materials. 
• Prepare and distribute meeting agendas, presentations, and supporting 

documents. 
• Record and distribute meeting minutes when required. 
• Provide logistical support for internal events, such as workshops, training sessions, 

and staff gatherings. 
Office Coordination 

• Monitor and maintain office supplies, coordinating with vendors to ensure 
availability. 

• Ensure shared spaces, such as meeting rooms and reception areas, are clean, 
organized, and well-stocked. 

• Assist with setting up meeting rooms, including arranging seating and 
refreshments. 

Records and Document Management 
• Maintain and organize corporate records, ensuring they are accurate and 

accessible. 
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• Assist in the digitization and archiving of physical records to support efficient 
document retrieval. 

• Ensure proper filing, labeling, and storage of documents in compliance with 
organizational policies. 

Travel Coordination 
• Assist with arranging travel accommodations and itineraries for the President and 

CEO and other executives as required. 
Special Projects and Research 

• Conduct preliminary research and gather information as requested by the 
Executive Assistant or President and CEO. 

• Support organizational initiatives, such as community outreach or internal projects, 
by providing clerical and logistical assistance. 

Other Duties as Assigned 
• Perform additional responsibilities as required to support the evolving needs of the 

organization. 

Key Qualifications 
  

• Education: High school diploma required; post-secondary education in business 
administration or a related field is an asset. 

• Experience: Minimum of 2 years of experience in an administrative support role; 
experience supporting executives or senior management is preferred. 

• Technical Skills: Proficient in Microsoft Office Suite (Word, Excel, PowerPoint, 
Outlook) and other office technology. 

• Communication Skills: Strong verbal and written communication skills. 
• Organizational Skills: Excellent time management skills with the ability to 

prioritize and meet deadlines. 
• Attention to Detail: High level of accuracy in all aspects of work. 
• Confidentiality: Demonstrated ability to handle sensitive information with 

discretion. 
 

Preference will be given to MCFN members or Indigenous applicants.  Self identification 
is encouraged. 

About MCBC 
 
Of all the business development corporations with First Nations as their shareholders in 
Canada, MCBC might hold among the greatest opportunities. The treaty lands and territory of 
its sole shareholder, the Mississaugas of the Credit First Nation (MCFN), include almost all of 
Ontario’s Greater Golden Horseshoe, which contains approximately two-thirds of Ontario’s 
GDP and one-fifth of Canada’s GDP. With approximately eight million people, this is also the 
largest population concentration in Canada.  

Founded in 2018, MCBC exists to build long-term wealth generation and develop short-term 
income opportunities for MCFN and its membership. In its pursuit of these goals, MCBC 
always seeks to maintain a respected and reputable profile, as well as represent the history, 
culture, and values of MCFN with honour, in the business community. 

MCBC, as a corporation, is governed by a board of directors with all five voting directors 
independent of the shareholder. In addition, the board includes three non-voting directors, one 
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each representing council, elder and youth constituencies. The corporation, through the board, 
is responsible to its shareholder through its annual general meeting.  

Given that the Greater Golden Horseshoe will continue to have sustained growth, MCFN’s 
treaty territory offers significant business opportunities for MCBC. 

Location 

This position is located on the Mississauga of the Credit First Nation near Hagersville, 
Ontario.  

Apply 
 
If you are interested in bringing your experience and passion for this role to MCBC, please 
email your covering letter and resume in complete confidence by May 7, 2025, to:  
humanresources@mncbc.ca.  

For any questions you may have on this opportunity, please write to info@mncbc.ca to be 
referred to the appropriate respondent. 

You can also learn more about MCBC and MCBLP at: https://mncbc.ca/ 
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