POSITION TITLE:  EXECUTIVE ASSISTANT
       CODE:     K041                

POSITION SUMMARY 

The EXECUTIVE ASSISTANT provides high level of administrative support to top level executive, (division/department heads).
EXAMPLES OF WORK 

1. Coordinate domestic and International travel, travel reimbursements. 
2. Coordinates activities, maintains calendar, and schedules appointments. 

3. Utilizes knowledge of business issues, processes and procedures to provide coordinate or manage administrative processes and projects. 

4. Prepares and distributes executive’s correspondence, presentations, and publications.
5. Communicates with internal staff, other departments, visitors, and outside organizations. 

6. Take and transcribe dictation. 

7. This position may have supervisory duties and performs office duties and other duties as assigned.
8. Compile and prepare reports.

WORKING RELATIONSHIPS 

Communicates with internal staff, other departments, visitors, and outside organizations.  
SPECIAL JOB DIMENSIONS 

Responsibly process highly confidential information. May take and transcribe dictation.  This position may have supervisory duties and performs other duties as assigned.  Must be able to work without direct supervision.

KNOWLEDGES, ABILITIES, AND SKILLS 

Knowledge of administrative office management. 

Knowledge of business English, spelling, and punctuation. 

Ability to supervise a small staff of clerical employees. 

Ability to compile information into report form. 

Ability to make recommendations on administrative office needs. 

Ability to operate office equipment. 

MINIMUM QUALIFICATIONS 

Bachelor’s degree in Business or related field plus 3 years administrative support and office management experience.
Other job related education and/or experience may be substituted for all or part of these basic requirements upon approval of the Qualifications Review Committee. 

