	
	
	

	

	

	Position:       Executive Assistant
Reports to:   Chief Marketing Officer
Location:      Remote – prefer candidates in Orlando, FL.  Must work east coast hours.
COMPANY:
Our client is a non-profit educational organization that focuses on ensuring all students love learning math.  They have created interactive math learning content that uniquely partners with educators so children can reach their full potential.  
PRIMARY JOB RESPONSIBILITIES:
· Manage and execute all administrative tasks required to efficiently and effectively support the Chief Marketing Officer (CMO). 

· Interface with other department staff to carry out CMO’s business requests. 

· Deliver timely reminders to CMO concerning meetings, deadlines and other commitments.

· Scheduling and calendar management using Outlook. 

· Solicit and review meeting requests, prioritize appointments, and coordinate scheduling with internal and external parties. 

· Regularly review scheduled meetings, re-evaluate priorities, and modify previous scheduled appointments. 

· Consistently monitor email and other communications to ensure that all scheduling is coordinated, logistics confirmed, and appropriate parties informed. 

· Maintain confidentiality of all personnel, board of directors, donor and additional leadership matters. 

· Other duties as necessary to support CMO, including personal appointment scheduling and some other personal tasks.

QUALIFICATIONS:
· Minimum 3-5 years of executive assistant experience supporting and/or serving as an assistant to executive level staff. 

· Exemplary scheduling and organizational skills, including the ability to independently manage multiple projects simultaneously within competing time and other criteria. 

· Effective communication both orally and in writing, including demonstrated proficiency in grammar, editing and proofreading. 

· Excellent interpersonal skills and ability to build and manage relationships with staff, Boards of Directors, government officials, and senior professionals and executives. 

· Knowledge of and proficiency with Apple operating systems, Microsoft Office Suite, Google Docs and calendars, and Zoom. 

· Ability to maintain strict confidentiality and discretion. 

· Ability to deliver high quality work, quickly, in a dynamic organization under time pressure. 

· Assertive, creative & collaborative to anticipate and resolve challenges and business needs. 

· Must work with a positive, flexible attitude.

· Must have the ability to follow policies and procedures closely without deviation. 

· Must be detail oriented and possess a strong work ethic
· A commitment to the Company’s mission of providing an exceptional education to all children
· A desire to join an entrepreneurial, fast-paced environment at a high-growth organization
· The willingness to comply with Company’s vaccination (subject to legally valid exemptions) and Personal Protective Equipment policies
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