
 
 

Administrative Assistant 

Reports to: Executive Team Department: Executive Administration  

FLSA Status: Non-Exempt, Part-Time                Shift: Days 

Number of Positions: 2: 

                                  1 - Morning Shift: 7:00 AM – 12:00 PM 

                                  1 – Afternoon Shift: 11:30 AM – 4:30 PM 

   

 Opening Date: January 22, 2018 

 Closing Date: Open Until Filled 

 

JOB SUMMARY: 

The primary responsibility of the Administrative Assistant is to provide comprehensive support to the 
Executive Team (CEO, CFO, etc.) by managing the Executive’s calendars and overall management of the 
organization’s events. This position will act as a hybrid Office Manager that is responsible for managing 
the office supplies, office equipment, mail, travel coordination and front desk responsibilities.  

 

ESSENTIAL FUNCTIONS and JOB DUTIES: 

1. Exceed expectations by providing professional, courteous and efficient service at all times.  
2. Receptionist Duties: Greets and directs visitors, and informs appropriate employee of arrival. Screens 

and routes general phone calls. Provide appropriate information to inquirers. Issue visitor passes. 
Collect drop-in resumes and  

3. Manage and office supplies and equipment including, but not limited to: various printers, stamp 
machine, coffee machine on main floor, etc. 

4. Independently manage and run all aspects of the day-to-day operations of the Executive’s office(s) 
with attention to detail and accuracy. Anticipate needs and initiates appropriate action to meet 
deliverables in a timely manner.  

5. Acts as administrative support for Executive Team: Setting up meetings (Leadership meetings: 
Invitations, Act as Administrative Support during meetings (handle powerpoint and make copies); 
coordinate lunches (ordering food, sending out invitations, identifying who to invite), etc.) 

6. Serve as the primary point of contact for internal and external constituencies on all matters pertaining 
to the Executive Team, including those of a highly confidential or critical nature. Prioritize and 
determine appropriate course of action, referral, or response, exercising judgement to reflect the 
Executive Team’s style and company policy. 

7. Proactively manage the Executive’s calendars with the appropriate allocation of time and resources to 
promote productivity and successful execution of the executive goals and objectives; recognize the 
need to reprioritize and take independent action to realign schedules to accommodate changes. 

8. Actively manage all aspects of travel for the Executive Team, and other employees (as needed), 
including international and domestic flights, hotel reservations, ground transfers and transportation. 

a. With assistance from Human Resources, proactively identify foreign visa requirements, visa 
renewals and other entry documents or approvals required for international travel.  

9. Establish work priorities and coordinate with the Executives to meet highly sensitive deadlines to 

ensure efficient workflow. 

10. Ensure smooth communication between the Executives and Leadership Team and staff, 

demonstrating leadership to maintain credibility, trust and support. 

 

 



 
 
TO APPLY: 

For Internal Candidates: If interested, please submit your Cover Letter, Resume and Statement of Interest 

to Human Resources.  

 

 
 
 
 


