Admin Executive Job Description
1. Job Overview
This Admin Executive role focuses on supporting executives and coordinating event logistics: diary management, meeting preparation, and event details, so the executive's work runs smoothly. It works best for someone comfortable switching between quiet administrative work and the fast pace of live event coordination.
2. Responsibilities and Duties
1. Manage the calendar, appointments, and meetings for the executive leader.
1. Prepare meeting agendas, arrange travel, and prepare briefing materials.
1. Organize and manage on-site events, including logistics like catering and attendee management.
1. Manage communications, screen inquiries, and keep information confidential.
1. Track action items from meetings and follow up until they are closed out.
3. Qualifications and Requirements
1. Associate degree in business administration or a related field.
1. At least 2 years of experience as an administrative or executive assistant.
1. Strong communication, interpersonal, and organizational skills.
1. Experience coordinating meetings, events, and travel arrangements.
1. Comfortable with Microsoft Office Suite and project management tools.
