
Revised July 23, 2025

Job Summary:

Experienced ExecuƟve Director Assistant helps the ExecuƟve Director work with tasks such as 
scheduling, reviewing, prioriƟzing, and responding to emails; answering and returning phone 
calls; organizing documents and keeping records; transcribing minutes at meeƟngs and any 
other administraƟve tasks performed by the ExecuƟve Director.

Specific Job DuƟes and ResponsibiliƟes:

 Works directly with the ExecuƟve Director to support all aspects of his/her daily work 
rouƟne.

 Maintain the ExecuƟve Director’s calendar, including scheduling meeƟngs, speaking 
engagements, etc.

 Maintain confidenƟal and sensiƟve informaƟon.
 AƩend meeƟngs and take notes, recordings and prepare the iniƟal draŌ of minutes and 

summaries.
 Serve as a primary point of contact between the offices of the ExecuƟve Director. This 

includes answering a variety of quesƟons with tact and diplomacy, taking messages, and
direcƟng calls appropriately for resoluƟon.

 Ability to stay organized, mulƟtask and be mindful of details.
 Keep the ExecuƟve Director advised of Ɵme-sensiƟve and priority issues, ensuring 

proper follow-up.
 RouƟnely perform a wide variety of support duƟes such as handling prinƟng, faxing, 

mail/overnight packages, copying, filing, and email/messages.
 Transcribe source material, prepare documents, reports, tables, and charts; distribute as

appropriate.
 Resourceful, can-do aƫtude.
 A team player capable of culƟvaƟng producƟve working relaƟonships across the 

organizaƟon.
 Supervises assigned employees.
 Other duƟes as assigned.
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Minimum Experience, Skills or EducaƟon Required:

 Bachelor’s degree in a related field required.
 Three to five years prior experience in supporƟng a senior execuƟve or team.
 Excellent Ɵme-management, wriƩen and verbal communicaƟon skills
 Expert knowledge of MicrosoŌ Office (Word, Excel, PowerPoint, etc.).
 A meƟculous self-starter.

Deadline
The posiƟon will remain open unƟl filled.


