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Executive Assistant  
 
Asep Medical Holdings seeks applications for an executive assistant to assist senior management with 
day-to-day operations of the company, oversee office responsibilities (located in Victoria, BC) and 
coordinate virtual activities. The administrative assistant will provide logistical and administrative 
support to all members of the senior management team. This will include activities such as managing 
calendars and scheduling, organization and coordination of meetings, maintaining a calendar of 
important events, ensuring deadlines are met, organizing business travel, recording and maintaining 
meeting minutes, editing company documents as well as begin responsible for initial interactions with 
shareholders and corporate partners. 
 
Qualifications and Experience: 

- High school diploma. Graduation from a secretarial training program would be an asset. 
- At least 3 years working as an executive assistant or equivalent work experience. 
- Excellent written and verbal communication skills. 
- Ability to organize work efficiently and effectively. 
- Ability to maintain a professional work atmosphere when dealing with customers and business 

contacts. 
- Ability to work in a dynamic and fast-paced company. 
- Proficient with use of computers and software (Microsoft Office, Google Docs, Zoom, Teams, 

etc.). 
 

Asep Medical Offers: 
- Competitive compensation 
- Flexible work schedule 
- Collaborative and supportive work environment 
- Opportunities for professional development and training 

 
Asep Medical Holdings (asepmedical.com) is dedicated to addressing antibiotic failure by developing 
novel solutions for significant unmet medical needs. Asep is a consolidation of two existing private 
companies (Sepset Biosciences Inc. and ABT Innovations Inc.) that are in the advanced development of 
proprietary diagnostic tools, enabling the early and timely identification of severe sepsis and broad-
spectrum therapeutic agents to address multidrug-resistant biofilm infections, respectively. 
 
Asep recognizes the importance of equity and diversity. An open and diverse community fosters the 
inclusion of voices that have been underrepresented or discouraged. We encourage applications from 
members of groups that have been marginalized on any grounds enumerated under the B.C. Human 
Rights Code, including sex, sexual orientation, gender identity or expression, racialization, disability, 
political belief, religion, marital or family status, age, and/or status as a First Nation, Metis, Inuit, or 
Indigenous person. 
 
All qualified candidates are encouraged to apply; however, Canadians and permanent residents will be 
given priority. Please send application packages to careers@asepmedical.com. We appreciate interest 
from all applicants but only candidates considered for employment will be contacted. 
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