
 

 

POSITION DESCRIPTION 

 

Title:  Executive Assistant – PART TIME 

Department: Administration/Operations 

Reports to: CEO 

 

           Exempt   Non-Exempt 

 

PRIMARY FUNCTION: 

Provides advanced and varied clerical and administrative support to the CEO; prepares correspondence and reports, manages 

schedules and calendars, answers telephones and maintains electric and hard copy files; responsible for managing and 

administering organization human resources functions; coordinates administrative and operational systems and procedures; 

serves as a liaison with vendors and suppliers to maintain equipment and supplies; maintains financial records, prepares deposits, 

pay bills, and balances books. 

 

KEY ROLES: (ESSENTIAL JOB RESPONSIBILITIES) 

1. Performs advanced secretarial duties, preparing correspondence and reports as requested by the CEO and composes 

draft letters following established formats.  Proofreads all materials for accuracy prior to supervisory review and signature. 

 

2. Manages CEO’s calendar, scheduling meetings and making logistical and travel arrangements necessary for internal 

and external meetings.  Coordinates logistics and materials for Board meetings.  Prepares meeting agendas and minutes, 

as requested. 

 

3. Answers telephones, providing general information, referring callers to other staff or taking messages as necessary. 

 

4. Maintains electronic and hard copy filing systems, making sure they are accurate and timely and facilitate easy retrieval 

of information. 

5. Monitor office supply inventory and order supplies as necessary. 

 

6. May be responsible for managing inventory of office equipment and service contracts and contacting service 

representatives as needed. 

 

7. Maintain financial records and pay bills according to stands and controls. 

 

8. Ensure that facilities, equipment, and supplies are maintained in conjunction with the club’s Unit Director. 

 

9. Purchases supplies and equipment, in compliance with standards and procedures. 

 

10. Manage administrative and operational systems for maintain all employment and personnel records, ensuring 

compliance with legal requirements. 

 

 

 

 



RELATIONSHIPS: 

Internal: Maintains close, daily contact with Club staff (professional and volunteer) and supervisor to receive/provide information, 

discuss issues, explain guideline/instructions; instruct; advise/counsel. 

External: Maintains contact with Board volunteers, community contacts, Club members, families and the general public to give 

and obtain information, either in response to inquiries or as instructed by supervisor. 

 

EDUCATION/ SKILLS/ KNOWLEDGE REQUIRED: 

Required: 

 High school diploma or equivalent 

 Minimum of 2 years of office clerical experience 

 Microsoft Office Suite (especially Word/Excel) 

 Typing /keyboarding skills of at least 50 wpm 

 Excellent written and verbal communication skills 

 Scrupulous attention to detail and confidentiality 

 Ability to pass a criminal history background check 

 US citizenship or legal permanent resident status 

 

Preferred/helpful: 

 Strong customer relations skills 

 Understanding of procurement standards and procedures 

 Current knowledge of best practices in human resources management 

 Knowledge of regulatory requirements affecting human resource management 

 

PHYISCAL REQUIREMENTS/WORK ENVIRONMENT: 

Please evaluate and describe any physical skills, abilities or working conditions that are required to perform the essential duties of 

this position, as required by the Americans with Disabilities Act. 

 

DISCLAIMER: 

The information presented indicates the general nature and level of work expected of employees in this classification.  It is not 

designed to contain or to be interpreted as a comprehensive inventory of all duties, responsibilities, qualifications, and objectives 

required of employees assigned to this job.  

 

 

 


