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Executive Assistant  to the  President  &  CEO  

P O S I T I O N :   Executive  Assistant  to the  President  &  CEO  
	
L O C A T I O N  :   Toronto,  Ontario  

ABOUT  MASTERCARD  FOUNDATION   
Mastercard  Foundation  is  a  global  foundation  based  in  Toronto,  Canada.  Our  
programs  promote  financial  inclusion  and advance  youth  learning in  Africa.  The  
Foundation was  established  in 2006 through the generosity of  Mastercard  when it 
became  a  public  company.  From  inception,  the Foundation was  designed  to  be a 
separate  entity  and  independent  from  Mastercard.  Our  policies,  operations and  
funding  decisions  are  made  by  our  President  and  Board  of Directors.   
 
The Foundation believes  that  youth employment  is  key to  unlocking  prosperity,  both 
for  youth  and  their  societies.  By  enabling  young  women  and  men  from  disadvantaged 
communities to  secure  and  sustain  decent  work,  we  will  enable  tangible  and  intrinsic 
improvements  to  their  well-being.  By  2030,  we  want  to see  an Africa  where young 
people,  particularly  young women,  have  decent  and fulfilling work.  Where  everyone 
can  acquire  the  education  and  skills they  need  to  find  meaningful  work  and  contribute 
to  their societies.  Where  everyone  is  financially  included  and  has  access  to  relevant, 
affordable,  and  local  financial  services  that  they need  to  manage  their  daily lives,  grow 
their businesses,  and  achieve  their dreams.  Most importantly,  we  want to  see  an 
Africa  with  a  thriving  private  sector  and  where  governments  address the  needs of 
their populations  through  well-designed and implemented policies  and programs,  and 
where  the  continent  is  self-reliant and  driving  its  own  development.    
 
The Foundation values  innovative and  fresh thinking  as  it  strives  to become a  global 
thought leader.  Its  work  is  achieved  by  a  strategic,  nimble  and  highly  entrepreneurial 
team  with  a  proactive  and  results-oriented approach to its  philanthropic  activities.  The 
organization's  culture is  shaped by  people who are driven and passionate 	about  the 
Foundation's  mission. 		

THE  POSITION  
The Executive  Assistant  to the Pr esident  and CEO  will  report  to  and  provide  executive 
support  to  the  President  and CEO  and  work with  other  Foundation  staff  when  
required.  This  person  will  be  an  individual  who  is  comfortable  working  in  a  fast-paced 
environment  and  can  plan  ahead and manage  work  in  order  to meet  deadlines.   

Specific  Responsibil it ies  
•  Proactively  manages  the  President's  complex  calendar  and the  coordination  of 

several  key  stakeholders to  include  Foundation  Senior  Leadership,  Board  Members, 
and  a multitude  of  external  contacts.  The  external  contacts  may be  senior,  high 
profile  in  nature  and/or  government  representatives,  therefore,  a  high  level  of 
diplomacy  and detailed follow  up is  required.  

•  Responsible  for  extensive  and complex  global  travel  arrangements  including 
international  flights,  hotel,  itineraries,  travel  visas  and  immunizations.  

•  Some travel  is  required  to provide onsite logistical  support,  coordination of  
meetings  and  follow  up.  An ability to travel  across  Africa  and  internationally (30-
40%)  is  required.  

•  Plans,  coordinates  and ensures  the  President`s  schedule  is  followed and 
respected  and  provides  a ‘ gatekeeper’  role  in  a h igh  capacity  environment.   

•  Will  compose  routine  correspondence for  President's  signature,  being 
proactive  in  identifying occurrences  that  would prompt  the  President  to write  
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or respond directly. A high level of business acumen and diplomacy is required 
to respond or redirect requests to the appropriate internal person(s) in a
timely manner. 

• Liaise and sustain relationships with employees, external stakeholders and the
general public on behalf of the Office of the President & CEO. 

• Schedule meetings and coordinate related logistics such as room bookings,
refreshments, and document preparation for all attendees. 

• Monitor the President's e-mail, printing attachments and managing material as
appropriate. Proven attention to accuracy and detail is required when dealing
with a high volume of emails, correspondence and requests. 

• Clear the President's OUT tray consistently and ensure the office is clean at all
times 

• Maintain an accurate paper and electronic filing system. 
• Prepares and submits expense reports within specific timeframes. 
• Completes and submits an ‘End of Day summary’ daily to the President. 
• Handles the distribution of mail and couriers for the President’s office. 
• Provide support for personal and business errands as required. 
• Back up to the Executive Assistant, President and Board of Directors. 

QUALIFICATIONS 
• College diploma or Bachelor degree in a related field 
• Minimum ten (10) years of experience as an Administrative Assistant with a

minimum five years of experience supporting C-Level executives. 
• High level of proficiency with current technology including; Microsoft Office, with an

emphasis on Outlook and PowerPoint. 
• Excellent planning, prioritization and time management skills. 
• Exceptional communication skills (written/verbal) and interpersonal skills are a

must. 
• Proven ability to handle confidential information with discretion, be adaptable to

various competing demands, and demonstrate the highest level of service and 
response. 

• Experience interacting with the leadership and senior management of Global
Organizations, Governments, and Boards of Directors. 

• Exceptional professionalism, with the ability to represent the CEO in a positive
fashion 

• Service oriented with a willingness to take on a variety of tasks/activities. 
• Ability to analyze financial data (budgets) and design reports. 
• Must be a team player, who can also work independently with little direction 

or supervision, and possess ability to coordinate and manage multiple projects. 
• Forward looking thinker, who actively seeks opportunities and proposes 

solutions. 
• Motivated by a sense of personal excellence and able to set and achieve clear

objectives and deadlines. 
• Excellent interpersonal skills to foster productive interaction in a collegial 

manner with the ability to work with all levels of the Foundation. 
• Professional maturity and is sensitive to working within different cultures. 
• French language skills are an asset. 
• Driven and results-oriented 
• Impeccable integrity 

TO APPLY  
Please  email  your  resume  along with  a  cover  letter  explaining your  interest  in  the 
position  to humanresources@mastercardfdn.org, indicating “Executive  Assistant, 
President  &  CEO” in  the  subject  line  of  your  email.  All  applications  are  appreciated;  
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however,  please note that  only those candidates  selected  for  an interview  will  be 
contacted.  
 
The  Mastercard  Foundation  values  the  unique  skills  and  experiences  each  individual  brings  to  the  Foundation,  and  are  
committed  to  creating  and  maintaining  an  inclusive and  accessible environment  for everyone.  We  appreciate  your  
interest, and advise that only candidates selected for an interview will be contacted directly.  
 
Completion  of  satisfactory  business  references,  background  checks  (criminal  and  credit)  and  proof  of  education  are  
essential  conditions of  employment.  
 
If  you  require a ccommodation  during  the r ecruitment  and  selection  process,  please c ontact  the P eople a nd  Culture  
Department.  We  will  work  with  you  to  provide  a  positive  recruitment  experience  in  a  confidential  manner.   


