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                                                          Job Description: Executive Administrative Assistant
Department:   
Administration
Supervisor Chief Executive Officer

SUMMARY:

Under the direct supervision of the CEO this position provides administrative and secretarial support for the Executive Level Team. An energetic positive attitude is essential in addition to typing, filing and scheduling, performing duties such as financial record keeping, coordination of meetings and conferences, obtaining supplies, coordinating direct mailings, and working on special projects. Also, answers routine and non-routine correspondence and assembles highly confidential and sensitive information. Deals with a diverse group of important external callers and visitors as well as internal contacts at all levels of the organization. The ideal candidate would have extensive experience in an administrative position, but also would be able to keep up with the Executive Team, completing tasks and assignments, without having to be given detailed instructions to do so. Independent judgment is required to plan, prioritize and organize diversified workload. Excellent verbal, written and interpersonal skills. Initiative to get the job done.
ESSENTIAL DUTIES AND RESPONSIBILITIES:

Core duties and responsibilities include the following. Other duties may be assigned.

SUPERVISORY RESPONSIBILITIES:                   




This job has supervisory responsibilities for requested or assigned volunteers.

COMPETENCIES: 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

To perform the job successfully, an individual should demonstrate the following competencies:

Schedules and organizes complex activities such as meetings, travel, conferences and department or agency activities for all members of the targeted group.

Organizes and prioritizes large volumes of information and calls.

Sorts and distributes mail. Opens mail for the CEO. Drafts written responses or replies by phone or e-mail when necessary. Responds to regularly occurring requests for information

Answers phones for CEO. Takes messages or fields/answers all routine and non-routine questions. Works in cooperation with other staff to cover phones.

Acts as a liaison with other departments and outside agencies, including high-level staff such as CEOs, presidents, senior vice presidents and board members. Handles confidential and non-routine information and explains policies when necessary.

Works independently and within a team on special nonrecurring and ongoing projects. Acts as project manager for special projects, at the request of the CEO, which may include: planning and coordinating multiple presentations, disseminating information, coordinating direct mailings, creating brochures.

Coordinates division of workload with the administrative assistants in other departments.

Types and designs general correspondences, memos, charts, tables, graphs, business plans, etc. Proofreads copy for spelling, grammar and layout, making appropriate changes. Responsible for accuracy and clarity of final copy.

Collaborate with key persons to ensure clarity of the specifications and expectations of the company competencies

Drafts agreements, letters, Memoranda of agreement, etc. as requested 

Prepare and manage written correspondence

Negotiating with external vendors to secure advantageous terms

Aptitude in decision-making and working with numbers

Experience in collecting and analyzing data

Technical Capacity.

Personal Effectiveness/Credibility.

Thoroughness.

Collaboration Skills.

Communication Proficiency.

Flexibility.
Customer Service - Manages difficult or emotional customer situations; Responds promptly to customer needs; Responds to requests for service and assistance; Meets commitments.
Interpersonal Skills - Focuses on solving conflict, not blaming; Listens to others without interrupting; Keeps emotions under control; Remains open to others' ideas and tries new things.

Oral Communication - Speaks clearly and persuasively in positive or negative situations; Listens and gets clarification; Responds well to questions.

Written Communication - Writes clearly and informatively; Able to read and interpret written information.

Diversity - Shows respect and sensitivity for cultural differences; Promotes a harassment-free environment.

Ethics - Treats people with respect; Keeps commitments.

Motivation - Sets and achieves challenging goals; Measures self against standard of excellence.

Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Plans for additional resources.

Professionalism - Approaches others in a tactful manner; Reacts well under pressure.

Quality - Demonstrates accuracy and thoroughness; Monitors own work to ensure quality.

Quantity - Completes work in timely manner; Works quickly.

Safety and Security - Observes safety and security procedures; Follows all driving rules, regulations and laws; Reports potentially unsafe conditions; Uses equipment and materials properly.

Adaptability - Adapts to changes in the work environment; Manages competing demands; Changes approach or method to best fit the situation; Able to deal with frequent change, delays, or unexpected events.

Attendance/Punctuality - Is consistently at work and on time; Ensures work responsibilities are covered when absent; Arrives at meetings and appointments on time.

Dependability - Follows instructions, responds to management direction; Takes responsibility for own actions; Keeps commitments; Completes tasks on time or notifies appropriate person with an alternate plan.
QUALIFICATIONS: Comprehensive knowledge of all clerical functions. Job Management skills. Interpersonal communications. Long and short-term planning. Inventory control of all supplies.
EDUCATION AND/OR EXPERIENCE: This position requires High School or GED Diploma. Bachelor degree is highly preferred.
LANGUAGE SKILLS: Ability to read and comprehend instructions, correspondence, and memos. Ability to write correspondence. Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.
MATHEMATICAL SKILLS:  Ability to add and subtract two-digit numbers and to multiply and divide with 10's and 100's. Ability to perform these operations using units of American money and weight measurement, volume, and distance. Development of Standards. Analyzing Information. Dealing with Complexity. Data Entry, Reporting Research Results. Accounting, Confidentiality. Detail-oriented.

REASONING ABILITY: Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions. Ability to deal with problems involving a few concrete variables in standardized situations.
COMPUTER SKILLS: To perform this job successfully, an individual should be proficient with MS Excel and Word, Internet software; Online HR and payroll access and Quick Books accounting software package.

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. 
While performing the duties of this job, the employee is occasionally required to stand; walk; sit; lift, push, and pull up to 25 lbs.; bend, twist and reach to check supplies, stack boxes, and label; use hands to finger, handle, or feel; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl and talk or hear. 

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.
WORK ENVIRONMENT: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly exposed to fumes or airborne particles; and risk of electrical shock. The employee is occasionally exposed to wet and/or humid conditions (non-weather); working near moving mechanical parts; outdoor weather conditions; extreme cold (non-weather) and extreme heat (non-weather).

The noise level in the work environment is usually moderate.
Approved by: 
_____________________________________________________




Thomas S Pietrogallo, MSW/LCSW, MBA 


Date: 07/17/2017
Employee Acknowledges Receipt: _______________________
Date: ________________
The Poverello Center, Inc. (Poverello) is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, Poverello will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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