
 

 

 
 

PEDIATRIC ONCOLOGY GROUP OF ONTARIO (POGO) 
 

Senior Administrative Assistant - Executive, Board, Human Resources 
 
Interested in joining a small, dynamic charitable healthcare organization working to achieve the best childhood 
cancer care system in Ontario and beyond? 
 
Pediatric Oncology Group of Ontario (POGO) works to ensure that everyone affected by childhood cancer has 
access to the best care and support.  POGO is seeking an energetic, collaborative individual to join our team as 

the full-time Senior Administrative Assistant supporting the CEO, Board, and Human Resources (HR). This 

role requires considerable confidentiality, initiative, tact, attention to detail, and mature and independent 
judgment.  
 

Here’s what you’ll be doing: 
Reporting to the CEO, key areas of responsibility are executive, organizational, Board, committee, and HR 
support including: 

 Serving as a point of contact with, and proactively meeting the needs of, external stakeholders, members of the 
Board and its committees, and the broader POGO team  

 Coordinating calendars, tracking priorities, managing contacts, gathering information, maintaining records and 
identifying, recommending and implementing operational changes to improve productivity of our team  

 Coordinating meetings including scheduling, preparing agendas, briefing notes and other materials, and managing 
meeting logistics  

 Compiling and maintaining organization and employee information, helping our organization grow by assisting with 
recruiting, selection, onboarding and orientation, and contributing to other HR initiatives  

 Preparing and/or editing communications and presentations as well as creating and maintaining web content specific 
to the programs you support 

 Serving as a resource with respect to HR and Board policies and corporate bylaws, including managing review and 
update of policies and procedures and coordinating review and approval processes  
 

Here’s what you’ll need to be successful: 
 Minimum of a college diploma in business administration or other relevant field, plus 5-7 years’ executive 

assistant experience including working with committees, ideally a Board; or an equivalent combination of 
education and experience 

 Experience in HR is an asset 

 Excellent oral and written communication skills 

 Detail orientated and the ability to work with a high degree of accuracy 

 Demonstrated organization skills and flexibility coupled with the ability to prioritize a diverse workload and 
ensure timelines are met  

 Self-direction and the ability to problem-solve, gather and summarize information,  and complete projects 
with limited supervision 

 Excellent interpersonal skills and proven ability to handle sensitive and confidential information, 
demonstrating significant discretion, poise, professionalism and diplomacy as a voice of the organization  
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 Proven ability to plan and coordinate small and large meetings both in person and online 

 Expert abilities with MS Outlook, PowerPoint, Word; basic ability with MS Excel  

 Experience with WordPress and Raiser’s Edge NXT an asset 

 Volunteer or work experience in a healthcare and/or not-for-profit environment, experience working with 
healthcare professionals and knowledge of medical terminology an asset 

 
Here’s a bit about POGO: 
Pediatric Oncology Group of Ontario (POGO) works to ensure that everyone affected by childhood cancer has 
access to the best care and support. We partner to achieve an excellent childhood cancer care system for 
children, youth, their families, survivors and healthcare teams in Ontario and beyond. POGO champions 
childhood cancer care, and as the collective voice of this community, is the official advisor to Ontario's Ministry 
of Health on children's cancer control and treatment. POGO is a non-profit organization with charitable status, 
here for kids with cancer, for now, for life. 
 
POGO offers a competitive compensation package including full benefits, participation in a defined benefit 
pension plan with HOOPP (Healthcare of Ontario Pension Plan) and flexible work arrangements. Our office is 
located in downtown Toronto, however, it is currently closed and all POGO staff are working remotely until 
further notice.   

 
We believe diverse perspectives strengthen our ability to deliver on our mission, and that to achieve our vision 
of excellence requires an environment in which everyone feels welcomed and valued, including our team, and 
those we serve and with whom we work.  
 
POGO is committed to meeting the accessibility needs of all applicants throughout the recruiting and selection 
process.  Please let us know about any accommodation and/or support requirements.  

 
For more information visit: 

 www.pogo.ca 

 Facebook/LinkedIn:@PediatricOncologyGroupofOntario (POGO) 

 Twitter/Instagram: @pogo4kids 

 
How to Apply:  
Interested applicants are invited to send their resume and cover letter as one attachment to hr@pogo.ca . 
Applications will be reviewed as they are received.  
We gratefully appreciate all interest; however only those selected for an interview will be contacted. 

 
 

http://www.pogo.ca/

