Executive Assistant – Sample A (2014)

Executive Assistant

Overview:

Under the general direction and supervision of the Executive Director, this position provides professional administrative services and assistance, requiring the use of judgment and discretion on a periodic basis.

Minimum Qualifications:
Education

High School Diploma or Equivalent
Experience 
Two years experience in an advanced administrative office role.
Essential Functions:

1. Word-processes correspondence, policies and procedures, proposals, meeting agenda’s, minutes and other documents for the Executive Director.

2. Arranges for, tracks, and processes, in coordination with finance office, corporate travel.

3. Maintains filing systems and records.

4. Schedules and supports corporate meetings.
5. Screens and routes Executive Director’s calls.

6. Arranges for, coordinates, tracks and follows-up on facility vendors.
7. Arranges, coordinates, tracks and follows-up on center’s marketing and advertising.

8. Visits and distributes information to community agencies.

9. Complies with center’s policies and procedures.

10. Utilizes specialized office equipment, including personal computer, digital camera.

11. Participates in meetings. 

12. Performs other duties and tasks as assigned.

Knowledge, Skills and Abilities

Technically proficient computer skills with Microsoft Office Suite (Word, Excel, PowerPoint).   

Proficient with website and social networking. 

Thorough knowledge of common office equipment (copier, fax, printer, scanner, etc.).

Excellent oral and written communication skills.  

Ability to organize and prioritize tasks. 

Ability to work under pressure and meet deadlines. 

Strong analytical, attention to detail, and problem solving skills.

Ability to work independently and as a team member. 
Supervision:
  This position has no supervisory responsibilities
Immediate Supervisor:         Executive Director; in his/her absence, Human Resources Officer
Physical Demands/Working Conditions:


General office/clinic conditions are pleasant; good, clean working conditions where accident and hazards are negligible; requires short periods of moderate lifting, pushing or pulling objects up to twenty pounds. Clear diction and acute hearing are necessary for effective communication with the staff and public.  
OSHA Classification Category III: tasks that do not involve exposure to blood, body fluids and tissues and the worker can decline to perform tasks which involve perceived risks without retribution.

