Job Title: Executive Assistant
Organization: Kootenay Gallery of Art, History and Science Society
Location: Castlegar, BC
Position Type: Contract Position
Estimated Weekly Hours: 21–35 hours / 4-5 days per week, flexible and dependent on project needs. Occasional evening and weekend work may be required during events or project deadlines.
Salary: $28 - $34 per hour (subject to previous experience and qualifications)

About the Kootenay Gallery of Art
The Kootenay Gallery of Art is a vibrant and growing cultural institution dedicated to showcasing contemporary Canadian and regional art. We are a hub for creativity, community engagement, and artistic development in the Kootenay region. As we look toward an exciting new chapter, including the development of a new facility in downtown Castlegar, we are seeking a dynamic and highly organized Executive Assistant to support our Chief Executive Officer (CEO) and the broader organizational goals.

Position Summary
The Executive Assistant will play a key role in supporting the CEO through a combination of executive-level administrative support, financial/bookkeeping assistance, project support, and event coordination, and overseeing building maintenance at the current location and 292 Columbia Avenue. The successful candidate will be proactive, detail-oriented, and adaptable—ready to contribute to a wide range of activities, including day-to-day operations and strategic initiatives like the Gallery’s new facility development.
This is a temporary contract position (May be renewed &/or become a permanent position), with weekly hours ranging from 21 to 35, depending on current project demands and organizational needs. 

Key Responsibilities
Executive Support
· Provide administrative support to the CEO, including calendar management, correspondence, meeting coordination, and travel arrangements.
· Prepare reports, presentations, and meeting minutes.
· Liaise with board members, artists, partners, and community stakeholders.
· Assist in preparing for Board and committee meetings, including document preparation and distribution.
· General support for the Giftshop Gallery Coordinator.
· Act as the key contact person and liaison with Building Maintenance Contractor for maintenance demands at both gallery locations.
· Assist gallery staff as needed and other duties as assigned.
Accounting & Financial Administration
· Assist with bookkeeping tasks such as invoice processing, expense tracking, and budget monitoring.
· Support grant reporting and financial documentation.
· Liaise with external accountants or financial consultants as needed.
Event Planning & Execution
· Assist in planning and executing gallery events, exhibitions, openings, and fundraisers.
· Coordinate logistics including vendor relations, guest lists, promotional materials, and day-of execution.
· Help manage volunteers and event staff.
Special Projects – New Building Development
· Support the CEO in managing communications, documentation, and scheduling related to the Gallery’s new building project.
· Track project milestones and assist in liaising with architects, contractors, funders, and community partners. 
· Assist with grant research, writing, tracking, reporting; and other fundraising efforts related to the building campaign and donor relations.

Qualifications & Skills
· Proven experience in an executive assistant, administrative, or office coordination role.
· Strong organizational and time-management skills with the ability to manage multiple priorities.
· Proficiency with Microsoft Office Suite, Google Workspace, and social media platforms.
· Experience in basic financial administration or accounting support.
· Event planning or project coordination experience is an asset.
· Excellent written and verbal communication skills.
· Ability to work independently and as part of a collaborative team.
· Discretion and professionalism in handling confidential information.
