Executive Assistant Job Description
Job Overview
We are looking for a skilled, dynamic Executive Assistant to support our CEO. The right candidate will have real experience working closely with executive staff, and strong organizational and communication skills to match.
Responsibilities
1. Provide administrative support to the CEO, including managing a calendar that changes constantly.
1. Prepare and edit correspondence, reports, and presentations.
1. Coordinate and arrange high-level conference calls, board and management meetings, and other events.
1. Act as the first point of contact for internal and external parties.
1. Manage and maintain executive files and records.
1. Take on special projects as directed by the CEO.
Qualifications
1. Bachelor's degree or equivalent experience.
1. Proven experience as an Executive Assistant or in a similar role.
1. Strong organizational and planning skills.
1. Excellent written and verbal communication.
1. Discretion and confidentiality.
1. Comfortable with MS Office.
