Wilde & Company CPAs is part of Wilde Advisory Group, a collaborative professional services organization providing accounting, tax, business advisory, legal, and consulting services. We help individuals, businesses, and organizations make sense of complex matters through clear communication, practical advice, and strong client relationships.

We are looking for an Administrative Professional to be an important part of our team. In this role, you will support operations, help our professionals stay organized, and contribute to a welcoming, efficient workplace. Are you looking for a dynamic and collaborative opportunity in a faced-paced environment?
Qualifications
•	Exceptional interpersonal, customer service and communication skills
•	Proficiency with Office 365 suite and an aptitude to learn new software
•	Excellent organization, accuracy and attention to detail
•	Comfortable working with confidential information
•	Prioritize tasks, work independently and meet deadlines in a fast-paced environment
•	Diploma in Business Administration or relevant experience
•	A positive, team-oriented attitude and commitment to professional service

What Sets Us Apart
1.    Proven training model and mentorship - Structured on-boarding and on-going training
2.    Depth of experience - Decades of service across multiple sectors, we offer exposure to a wide range of client needs and business challenges
3.    Professional development opportunities – Support to improve your skills and advance your career

Competitive compensation and benefit package
Send your cover letter and resume to Renee Senko – careers@wildeag.ca
APPLICATION DEADLINE: NOVEMBER 30, 2026
