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Job Description

Description

Title:
Executive Assistant

Supervisor:
Chief Executive Officer
Objective:
Responsible for administrative support to CEO, including board development/ support, donor data entry/management, correspondence/appointments, and event planning/coordination. At CEO discretion, may provide support to senior staff.  Provides general office management, including IT and office machine support, procurements, and more.
Salary:

DOE.  Wage 
Status:

Full time, non-exempt employee.
Revision Date:   April 2017
Responsibilities

Administrative Support to CEO, Senior Leadership, and Staff
· Correspondence – prepare letters, thank you cards, and other correspondence; assist with CEO appointments; make follow-up phone calls; screen CEO phone calls and visitors
· Work Flow – assist with CEO work flow; copies, scan/file documents, word processing of notes/minutes; screen/deliver mail;  maintain CEO office order and beautification and hospitality items
· Personnel – assist with CEO employees’ recognition (anniversaries, birthdays, achievements); assists HR w/new employee enrollment related to equipment, supplies, IT set-up, etc.
· Financial– sync donor records with finance team monthly; schedule/record minutes for Finance Committee
· Office Management – maintain office machines; procure office supplies; maintain IT services, hardware and software; coordinate new or moved telephone extension lines when necessary
· State/Regional/National BBBS Coordination – assist CEO with membership rosters, surveys, meeting notes, communication, scheduling, and other duties as assigned

· Coordination of Meetings – prepare agendas; record/submit minutes; prepare/clean up meeting rooms; send meeting reminders; assist in scheduling
· Strategic planning/Annual Evaluations and Assessments – assist in gathering information, scheduling meetings, taking minutes, updating documents and coordinating workgroups; sending reminders, coordinating with Compliance Team, and more.
· Administrative Support to Other Executives - Secondary to any duties assigned by CEO, assist other senior staff with correspondence, work flow, personnel, data entry, or other duties as requested, and at the CEO’s discretion

Board Development/Support
· Board Meetings – assist with meetings as described above for all boards and board committees, including but not limited to the CNM Executive Board, Foundation, Donation Center, and Otero Board, and Governance, Finance, BFKS, Discovery Festival committees; collect, prepare and send board packet; record/submit minutes; follow-up on all action items; assist in coordination
· Board Development – schedule/attend/capture minutes for Governance meetings; follow-up on action items; assist CEO/Gov Chair in meeting objectives of board development plan; assist with annual stewardship events and activities; assist with annual meeting, annual agency assessment, board annual calendar, and more
· Prospective Board Members – maintain/update board candidate packet; track and cultivate prospects; capture paperwork, schedule interviews, move candidate to ratification or bless & release; assist with annual board recruitment event and other recruitment activities
· New Board Members –Assist with onboarding, including updating board roster, completing paperwork, sending welcome letter, orientation, mentorship, ensuring assignment to committees, completion of board commitment letter, and more 
· Board Alumni – Ensure all retiring board members are entered onto alumni list and added to mailing list; assist CEO in correspondence and stewardship of past board presidents
· Correspondence – maintain updated rosters, email and phone lists; include in all relevant mailings; update Dropbox folders monthly and as needed
· Reports/planning – meet weekly with CEO to review/plan activities; assist CEO in coordinating all reports for board and other entities
· Tracking – track the following: board attendance (provide semi-annual report to CEO and Board President), resolutions/policy ratification (file annually), board anniversaries (update rosters)
· Assist with all areas of coordinating board activities, as assigned
Fund Development 
· Manage donor perfect records
· Assist with donor moves for campaign council and others on fundraising team
· Manage table of gifts 
· Schedule donors visits for CEO and fundraising team
· Manage pledge sheets, board commitment letters, and more
· Interface with finance to keep pledges and payments current
· Manage websites for BFKS, Match Makers, and more as relates to payments/credit card transactions, etc.
· Assist with communication and planning with fundraising coaches (Osborne, Twelve X, and more)
· Assist with coordination of grant and contract proposal development and submission
Other Duties as Assigned and that meet the minimum qualifications of this position
Position “Gold Standard”

· Executive Savvy – demonstrates qualities essential to assisting CEO; loyal, responsive and anticipates CEO needs; gathers and delivers information/resources important to CEO functions; maintains high level of confidentiality, integrity and professionalism as the gate keeper and mouthpiece for the CEO

· Organization/Process Management –Organized, anticipates needs before they arise; understands how to separate and combine tasks into efficient work flow; develops processes that result in successful completion of projects; manages time and prioritizes projects effectively; creates accurate and sensible filing systems; establishes effective and timely reporting systems
· Written/Oral Correspondence – is fluent and articulate in all communication; high level of accuracy in spelling, punctuation and neatness; uses professional language on phone, in person and in writing; generates top-notch reports, minutes and forms
· Technical Savvy – High level of functioning in Microsoft Word programs (Excel, Word, Power Point, Access); is efficient in Internet/Outlook functions; can create/manipulate PDF files and scan/save documents; can operate/maintain office machines

· Interpersonal Savvy – Relates well to all kinds of people; participates as team member with agency staff; builds constructive and effective relationships with board members, stakeholders, donors and clients/volunteers; is passionate about BBBS mission and generates enthusiasm with public
· Perseverance and Flexibility – Pursues everything with energy, drive and a need to finish; seldom gives up before finishing, especially in the face of resistance, setbacks, or change; identifies and resolves problems in a timely manner; willing to do the job at hand, no matter how big or small.

· Innovative – An energetic, forward-thinking and creative individual with high ethical standards and an appropriate professional image. 

Measurables

· Accurate and timely submission of board minutes and board packet
· Maintains/updates professional board development packet, available at all times
· Ensures CEO maintains schedule of appointments and deadlines
· Maintains accurate and updated donor records, and provides reports consistently
· Completes all assignments in timely manner

Required

· High School degree
· Two years demonstrated clerical experience and appropriate office skills
· Proficient in MS Word, Excel, Access and Internet usage
· Demonstrated organizational and interpersonal skills

· Willing and able to use personal vehicle for local travel on agency business
· Valid NM driver’s license and proof of insurance; passes background screening
· Able and willing to work an irregular and flexible schedule, including evenings and weekends, based on agency needs
· Highly competent in areas of IT and office machine support
Preferred


· Experience as Executive Assistant or equivalent
· Certification, degree, or additional education beyond high school
· Bilingual in Spanish

Americans with Disabilities Act
Applicants as well as employees who are or become disabled must be able to perform the essential duties & responsibilities either unaided or with reasonable accommodation. The organization shall determine reasonable accommodation on a case-by-case basis in accordance with applicable law.

Physical Requirements Description
Balancing:  Maintaining body equilibrium to prevent falling when walking, standing, or crouching. (Daily)
Bending and Stooping: Bending body downward and forward by bending spine at the waist. (Less than an hour per day)
Lifting and/or Carrying:  Items of 45 pounds or less unassisted. (Once or twice a month)
Fingering: Picking, pinching, typing, or otherwise working primarily with fingers rather than with the whole hand or arm. (Daily)
Grasping: Applying pressure to an object with fingers (including thumb) and palm.
Kneeling: Bending legs at knees to come to rest on one or both knees. (Once a month)

Reaching above shoulder: Extending hand(s) and arm(s) in any direction. (2-3 times per month)

Repetitive Motion: Substantial movements of the wrists, hands, and/or fingers for sustained periods of time. (6 hours+ per day)

Sitting: Particularly for sustained periods of time. (6+ hours per day)

Visual Requirements:  Enough to see and read PC screens, read fine print, and/or normal type size print. (Daily)
 Mental Capability Requirements
Ability to understand, remember, and apply oral and/or written instructions or other information;

Ability to understand complex problems and to collaborate and explore alternative solutions;

Ability to organize and prioritize own work schedule on short term basis (longer than one month);

Ability to apply common sense in performing job;

Ability to make decisions which have significant impact on the immediate work unit and monitor impact outside immediate work unit;
Ability to compose letters, outlines, memoranda, and basic reports and/or to orally communicate technical information;
Ability to compute, analyze, and interpret numerical data for reporting purposes.
Equal Employment Opportunity

BBBS-CNM provides equal employment opportunities to all qualified individuals without regard to race, creed, color, religion, national origin, age, sex, marital status, sexual orientation, or non-disqualifying physical or mental handicap or disability.

Job Responsibilities

The above statements reflect the general duties, responsibilities and competencies considered necessary to perform the essential duties & responsibilities of the job and should not be considered as a detailed description of all the work requirements of the position. BBBS-CNM may change the specific job duties with or without prior notice based on the needs of the organization. 

____________________

_________________________

Employee Signature/Date

CEO Signature/Date
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