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Position:
Executive Assistant to the CEO
Reports to:
Chief Executive Officer
Job Description: 
        Provide administrative assistance and support to the CEO and COO.  Provide assistance to other leadership team members as needed.  Act as an Office Manager for the Buford Highway facility. 
        Under general supervision, this position reports to the CEO and provides the highest level of administrative and executive support with an emphasis on confidentiality and an attitude of cooperation and willingness to help.  
        This position maintains extensive internal contact with the leadership team and external contact with customers, volunteers, vendors, consultants, banks, Board Members, other outside contractors, and governmental agencies as needed. 
         Provide administrative support to the CEO for the following: 
· Make travel arrangements. 
· Schedule and organize meetings; take and transcribe minutes of same as required. 
· Draft correspondence. 
· Maintain positive executive office representation throughout the organization. 
· Perform business tasks. 
· Prepare and submit expense reports. 
· Create, organize and maintain necessary business files. 
        Track management deadlines and monitor compliance.  Provide follow-up information on daily, weekly and monthly projects on a regular basis. 
        Assist with the scheduling of Board meetings as well as organize Board meeting agendas and Board packets. 
        Using own discretion; manage the CEO’s calendar by screening telephone calls and scheduling meetings/appointments.  
· Evaluate and sort CEO and COO incoming mail daily. 
        In the absence of the CEO and COO, direct problems and/or questions to the appropriate person(s) if unable to assist directly. 
        Manage the administration area to ensure effective telephone and mail communication both internally and externally to maintain a professional image. 
        Act as the Human Resources liaison for new Team Members (onboarding, issuing building access keys, etc.). 
        Other duties or special projects as assigned. 
        Coordinate various Human Resource duties. 
        Maintain the personnel files.

Requirements: 

  
· Must be fully bilingual in Spanish and English
· Excellent writing skills both in Spanish and English.
        A four-year college degree* 
        Minimum of five to ten years progressive secretarial experience required.
· *Additional years of experience in areas of “Responsibilities” may substitute for a four-year degree.
         Previous experience as an Office Manager a plus. 

Skills/Qualifications: 

         Dictation and typing at 80 words per minute. 
         Proven office management skills required. 
         Strong organizational skills required. 

· Attention to detail and a capacity for working on multiple projects simultaneously

· Upbeat, positive, outgoing, personable and able to relate well with diverse populations.
· Able to maintain confidentiality with regards to both personnel and business documents.
Demonstrated commitment to completion of projects on a timely basis.
· Able to adjust direction in response to changing work situations.
Effective communication skills and ability to interact well with staff and public.
· Ability to take initiative, multi-task, adapt, and work well under pressure.
· Able to work independently and as part of a team.
· High level of proficiency in the use of Microsoft Office programs, especially MS Word, MS Excel and MS PowerPoint.
        Must possess the ability to keep sensitive information in the strictest of    confidence. 
        Professional demeanor and appearance. 
· Must be able to work flexible work hours; some last-minute requests to come in early or stay late. 


