351249 Executive Assistant to CEO

Positions in this function include Executive Administrative support. This role includes: 

· Function supports market CEO and VP Sales 

· Calendar management, including prioritization & independent decision-making 

· Email management, including responding to and delegating email messages 
· Telephone management, including responding to, prioritizing, and delegating calls/messages

· Office Communication, including primary responsibility for weekly newsletter and management of internal webpage

· Key participant in Employee Engagement team, including managing charitable and social responsibility initiatives

· On-boarding new employees 

· Managing travel logistics; tracking expenses 

· Typing/word processing of documents  

· Coordinating building and equipment maintenance 

· Acts as a resource for others  

· Works independently 

Qualifications:

· 5+ years of Executive Assistant experience directly supporting Senior Executives (CEO, SVP or VP) 

· Strong preference for candidates with success using David Allen’s “Getting Things Done” concepts

· Ability to extend self on behalf of hiring manager

· Advanced skills in Microsoft Outlook (calendar, tasks)
· Intermediate skills in Power Point, Excel and Word 

· Ability to work in a fast paced position

· Demonstrates great depth of knowledge/skills in own function
· Applies knowledge/skills to a range of moderately complex activities
· Proactively identifies solutions to non-standard requests. 

· Solves moderately complex problems on own
· Works with team to solve complex problems
· Plans, prioritizes, organizes and completes work to meet established objectives
· May coordinate work of other team members
· Demonstrated writing & editing experience preferred 

· College degree preferred

· Some corporate experience preferred
