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Job Description:  
 Executive Assistant
Responsible To: 
CEO and Operations Officer
Position Summary:  
1. Knowledge of modern office equipment 
2. General office practices

3. Read/write sufficient to file proof and edit routine office correspondence, reports and forms.
4. Act independently and know when to refer situations to higher level authority.
5. Interpersonal/human relations skills 

6. Organizational skills 

7. Telephone etiquette skills 

8. Office Machines & Technology
9. Ability to maintain records and files 

10. Ability to maintain confidentiality 

Qualifications:  
Bachelors Degree (BA/BS), Associate's degree (A. A.) or equivalent from two-year college or technical school; and one to two years related experience and/or training; or equivalent combination of education and experience. Two years of progressively responsible related office support or secretarial work experience is preferred
Significant Duties and Functions: 

Responsible for the smooth and efficient management of the administrative offices. Provide administrative assistance to the CEO by answering/screening phone calls, coordinating meetings and events,  handling confidential information, receiving and responding to inquiries and requests, coordinate the hiring process and personnel data, compiling reports. Makes decisions on what needs to be done based on clearly established guidelines, but which need to be adapted for varying situations. Under supervision of CEO Performs duties and responsibilities commensurate with assigned functional area of the Center, this may include, but are not limited to, any combination of the following tasks:
· Perform processes, completion of forms, documents or records, research to resolve questions and problems encountered within scope of authority.

· Enter, edit, format, revise, print, assemble and distribute written materials such as forms, correspondence, manuals, contracts and other agreements
· Prepares  reports, schedules.

· Enters updates and retrieves data from existing spreadsheet models, database files and/or other automated/manual sources. 

· Maintains contact with external agencies to exchange information
· Determines need and requests forms and other materials from public and/or private entities for documentation purposes.

· Establishes, maintains and updates employees files, records, accounts and other information as needed to support and document office activities.

· May perform incidental secretarial tasks such as scheduling  appointments; maintaining calendar; screening calls/visitors; preparing expense forms; coordinating arrangements for meetings and conferences; preparing and assembling presentation materials; may attend meetings and take/distribute minutes.

· Types, assembles and distributes written materials such as forms, correspondence, invoices, reports and schedules in accordance with established procedures.

· May perform a variety of clerical functions as needed to accomplish work routines as follows:

· Filing
· Posting and or logging information to manual or automated records
· Processing mail
· Ordering supplies 
· Collating and assembling documents 
· Photocopying/faxing documents
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