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OUR MISSION

The Warren Center advocates, serves and empowers the children and families impacted by developmental delays and disabilities.

Executive Assistant to the Executive Director
JOB description

	Job Title:
	Executive Assistant to the Executive Director

	Department:
	Executive 

	Reports To:
	Executive Director (ED)

	FLSA Status:
	Exempt


Summary:
The Executive Assistant to the CEO reports directly to the CEO and will be responsible for the coordination of activities (operations and planning) and ensuring timely flow of information to and from the executive office. Handles details of a highly confidential and critical nature and must function efficiently and effectively in a fast-paced professional environment. Have a proven ability to independently manage multiple tasks and projects with competing priorities and deadlines, screen and prioritize communications and opportunities from external and internal sources and organize and maintain administrative processes. Excellent judgment is essential to this position. Regularly required to resolve complex administrative problems independently. Perform tasks that are diverse and advanced. Special projects may require flexibility with schedule based on the priorities and deadlines for the CEO.
Essential Duties and Responsibilities:

· Schedule meetings, coordinate calendars, and plan travel, including international travel.

· Answer, and screen telephone calls, arrange conference calls and greet visitors.

· Read and route incoming mail, including email.  Prioritize email and other communications.

· Compose and type routine correspondence.  Proofread all communications.  Prepare outgoing mail and correspondence, including email and faxes.

· Conduct research, and compile and format reports and presentations.  Assist with client presentations.
· Maintain contact/address database information, updating contact information as needed.

· Prepare expense report submittals and reconcile credit card statements.

· Track status of documentation.  Organize and maintain files, correspondence, and other documents.  Coordinate contract signatures for non-disclosure agreements, contracts and other project documents.   Organize due diligence document submittals.
· Prepare applications, agreements and supporting documents for signatures and submittals.   

· Perform administrative tasks such as: copying, scanning, filing.

· Promptly respond to requests for additional information or support.  Manage all essential support tasks and assist with special projects as requested.

· When the CEO chairs meetings: Prepare agenda in advance; assist with and provide research/background information, content development, and creation of presentations and coordinate meetings. 
· Manage effective contacts and relationships with Board Members, including arranging board member travel arrangements, expense reimbursements, and board meeting logistics, and acting as a first point of contact for Board Member queries. 
· Understand organizational policies and procedures necessary to ensure appropriate decision-making protocols are followed. 
·  Handle confidential information in a professional and discreet manner. 
· Anticipate the needs of the CEO and act accordingly. 
· Act as the CEO’s representative and ambassador to external constituents as directed.

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

Analytical – Synthesizes complex or diverse information. Collects and researches data. Uses intuition and experience to complement data. Identifies data relationships and dependencies. Designs workflows and procedures. 

Communications – Expresses ideas and thoughts verbally. Expresses ideas and thoughts in written form. Exhibits good listening and comprehension. Keeps others adequately informed. Selects and uses appropriate communication methods. 

Customer Service – Displays courtesy and sensitivity. Manages difficult or emotional customer situations. Meets commitments. Responds to customer needs. Solicits customer feedback to improve service. 

Organizational Support – Follows policies and procedures. Completes administrative tasks correctly and on time. Supports organization’s goals and values. Benefits organization through outside activities. Supports administrative action and respects diversity. 

Planning & Organization – Prioritizes and plans work activities. Uses time efficiently. Plans for additional resources. Integrates changes smoothly. Sets goals and objectives. Works in an organized manner. 

QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education/Experience:
B.A. , B.S., or advanced degrees, related experience and/or training; or equivalent combination of education and experience.  Basic familiarity non-profit operations preferable. Minimum 8-10 years or equivalent work-related experience supporting C-level Executives and experience working with Boards of Directors, necessary. 

Language Ability:
Excellent verbal and written communication skills, including ability to read, analyze, and interpret legal and financial agreements, general business documents, professional journals, technical procedures, or governmental regulations.  Ability to write reports and business correspondence.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.  Clear communication skills in English are essential.  
Math Ability:
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, and percentages.  Ability to apply concepts of basic algebra and geometry.  Familiarity with use of formulas in Excel is essential.
Reasoning Ability: 
Ability to solve practical problems and deal with a variety of concrete variables, in both standard and non-standardized situations.  Ability to apply common sense understanding to carry out instructions furnished in written, oral, diagram, or schedule form.    
Computer Skills: 
To perform this job successfully, an individual should have knowledge of Microsoft Office, preferably Office Suite (Microsoft Word document processing software, Microsoft Excel spreadsheets, PowerPoint, Microsoft Outlook contact management and calendaring); Internet Explorer browser software; and document and data management software is a plus.  Typing and keyboarding skills: type a minimum of 60 wpm with complete accuracy. Extensive experience in administrative preparation of board presentations.
Personal Skills: 
Ability to deal with people at a cross-functional level, including domestic and international professionals.   Demonstrated ability to handle confidential information appropriately. 
 

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.  The noise level in the work environment is usually moderate.

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

The employee must occasionally lift and/or move up to 25 pounds. While performing the duties of this job, the employee is frequently required to sit. The employee is occasionally required to stand; walk; use hands to finger, handle, or feel; reach with hands and arms and talk or hear.

The above job description is not intended to be an all-inclusive list of duties and standards of the position. Incumbents will follow any other instructions, and perform any other related duties, as assigned by their supervisor.
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