Executive Assistant Job Description
Job Overview
We are looking for a sharp, resourceful Executive Assistant to support office operations and administrative staff. The role covers fielding phone calls, receiving and directing visitors, managing email correspondence, and scheduling meetings.
Responsibilities
1. Answer phones and route calls to the right person, or take messages.
1. Handle basic bookkeeping tasks.
1. File and retrieve corporate records, documents, and reports.
1. Research and pull together data for documents reviewed by the board, committees, and executives.
1. Help prepare for meetings.
1. Take accurate minutes at meetings.
Qualifications
1. In-depth understanding of the full MS Office suite.
1. Able to organize a daily workload by priority.
1. A proactive approach to problem-solving with strong decision-making skills.
1. Professional-level verbal and written communication skills.
