JOB DESCRIPTION TEMPLATE
Executive Assistant
Provided by Excelon Associates, excelonassociates.com. Replace the bracketed placeholders with your institution details and adapt any section to fit your posting.
Position Details
Institution: [Institution Name]
Location: [City, State]
Reports To: [Reports To]
Classification: [Full Time, Exempt]
Salary Range: [Salary Range]
About the Role
The Executive Assistant provides comprehensive administrative support for a busy office. The role spans office management, travel coordination, and executive support to ensure seamless day-to-day operations, and suits someone who thrives in a fast-paced environment and is skilled at multitasking.
It is an operations and administration role supporting senior leadership, with a blend of office management, executive support, and light financial responsibility.
Key Responsibilities
Office Administration
1. Supervise daily office functions, from replenishing kitchen and copy room supplies to liaising with cleaning service vendors.
1. Facilitate the placement and delivery of lunch orders for the office team.
1. Oversee the reception area, answer incoming calls, and coordinate the receipt and dispatch of deliveries.
Executive & Meeting Support
1. Deliver high-level support to the CEO and their family, including booking travel, arranging transportation, securing reservations, and handling personal errands.
1. Manage the logistics of virtual and physical meetings and coordinate conference calls for the CEO.
1. Create and distribute agendas and ensure all required materials are prepared ahead of meetings.
Correspondence & Finance
1. Organize incoming and outgoing mail, scan and categorize bills and invoices, and manage auto registration renewals.
1. Oversee household and auto insurance policies, ensuring they are up to date and comprehensive.
1. Execute financial tasks such as check printing through QuickBooks and manage the mailing of checks to payees.
Qualifications
Skills & Experience
1. Strong organizational and multitasking skills, with the ability to thrive in a fast-paced environment.
1. Excellent written and verbal communication, attention to detail, and discretion with confidential and personal matters.
1. Proficiency with standard office software and financial tools such as QuickBooks, plus prior experience supporting senior leadership.
Compensation and Benefits
[Describe salary range, bonus or incentive structure, health and retirement benefits, paid time off, and any relocation assistance.]
How to Apply
[Provide application instructions, a contact email, or a link to your applicant portal.]
Equal Employment Opportunity
[Institution Name] is an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, disability, or protected veteran status.
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