
 

 

 

 

 

 
CAREER POSTING 
POSITION: Administrative Assistant  
DEPARTMENT: Legal Services, Negotiations and Labour Relations 
STATUS: Full-time 
CLOSING DATE: Open until filled 

 

Make the Health Employers Association of British Columbia (HEABC) your career destination. HEABC is a 
knowledge organization that stimulates innovation in BC health human resources and contributes to the 
sustainability of the health care system. Our mission, vision and values, combined with our strategic initiatives 
are what make HEABC a leader in strategic human resources in health care. We value integrity, respect, 
leadership, courage, excellence and teamwork. Join our highly talented team in a culture of learning, innovation 
and visionary thinking. 

The Health Employers Association of British Columbia (HEABC) takes a provincial leadership role in human 
resources and labour relations issues management for more than 230 publicly funded health care employers. 
HEABC is responsible for negotiating six major provincial agreements covering more than 138,000 unionized 
health care employees covering nurses, health science professionals, ambulance paramedics and ambulance 
dispatchers, physician residents, and support workers in both facilities and community settings.  

The successful candidate may be permitted to work in a hybrid model (combination of in-office and flexible 
work location) and will live within commuting distance of our Vancouver office. The successful candidate must 
be fully vaccinated against COVID-19; proof of Vaccination is required. 

 

For more information, visit www.heabc.bc.ca. 

 

OPPORTUNITY: 

Reporting to the Manager, Administrative Support, HEABC has an opening for an Administrative Assistant in 
the Legal Services, Negotiations and Labour Relations department. The Administrative Assistant provides all 
administrative support functions to staff providing labour relations and legal advisory services to HEABC 
members. 

This dynamic fast-paced role offers diverse responsibilities including hearing preparation, drafting 
correspondence, calendar management, and database maintenance.  

You thrive in a collaborative environment and enjoy working as part of a close-knit team; you will always pitch 
in to help others get the job done.  You have excellent communication skills and a respectful approach to 
others. You are practical and calm, with an exceptional attention to detail, even when faced with tight 
deadlines. Once oriented to a task, you are comfortable working independently. You understand the 

http://www.heabc.bc.ca/


importance of the maintenance of confidentiality over sensitive information. You are willing to offer your 
insights and suggestions for improvements to processes and systems.   

Experience working within a team-based environment and supporting busy professionals is essential. 
Knowledge of BC’s health sector is preferred. 

 

Required Knowledge and Experience: 

Minimum successful completion of grade twelve (12) supplemented by business training and three to five (3-5) 
year’s recent related experience assisting professionals. 

• The ability to type 60 wpm 
• Proficient in written and spoken English 
• Business writing ability 
• Intermediate to advanced Microsoft Office skills, including Outlook, Word, Excel and PowerPoint. 
• Intermediate to advanced skills in Adobe Systems, including creating, editing and managing PDFs. 
• Knowledge of labour relations terminology and general processes or ability to quickly learn such 

terminology and processes 
• Tact and judgment when dealing with sensitive information and external partners (experience dealing 

with union or government representatives an asset) 
• Results-oriented; takes initiative and assumes ownership of work 
• Commitment to continuous learning, especially of new technology and software 
• Strong organizational skills; ability to manage competing deadlines and multiple projects 

 

This position is well-suited to an individual interested in pursuing a career in an interesting segment of the 
public sector, and who values the opportunity to make a positive public contribution through their work and 
be part of a collegial team.   

Along with a competitive salary, HEABC offers generous vacation, health and pension plan benefits.  

HOW TO APPLY:  

If you’re looking for a fulfilling and challenging career within a dynamic organization, please submit a cover 
letter and resume outlining your experience at: https://healthemployersassociationofbc.bamboohr.com/jobs/  

 

HEABC is committed to creating a diverse work environment that represents a variety of perspectives and skills, where 
all staff are treated fairly and equitably. We encourage qualified candidates from all races and ethnicities, all genders 
and sexual orientations, and persons with all abilities to apply. We take seriously our duty to create and sustain a culture 
that is healthy, accessible and rewarding for all staff, and recognize that the more inclusive we are, the better our work 
will be. 

We wish to thank all applications for their interest and effort in applying; however, only those candidates 
selected for an interview will be contacted. 
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