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Grade 11 and Below
Section 1: Identifying Information

	Position Title:  Executive Assistant 
	Date Prepared:   

	Department:   
	Job Family: Administrative Support

	Position Reports to:   Executive Director
	Grade:      7       FLSA Status: Non-Exempt  



Section 2: Position Purpose

Briefly describe the primary function(s) and purpose of this position.
The Executive Assistant has comprehensive understanding of departmental issues and how they support the University. The position serves as a central point of contact between the Director, department staff, faculty and other constituents with whom the department interacts. The Executive Assistant pro-actively organizes the Director’s schedule, manages various administrative processes, and is relied upon to research, analyze and write reports to effectively support the work of the Director’s office. 
Section 3: Major Responsibilities

List 3 to 6 major responsibilities, functions and/or activities; provide related supporting actions to describe how the work will be accomplished; and estimate the percentage of time for the responsibility. Please arrange in descending order by percentage time. 
1. Major Responsibility:    Serve as central point of contact between the Director and the XXX department staff, faculty, and other departments both internal and external to Brown.  Pro-actively organizes the Director’s schedule.     35%

Supporting Actions: Schedule and maintain the calendar for the Director using sound judgment about use of the Director’s time. Anticipate cyclical events to support long range planning and scheduling.  Work with the Director to ensure that he and meeting participants are well prepared for all meetings, e.g., identify participants, obtain needed information, prepare staff, agendas. Provide information to participants with sufficient lead time so that meetings are productive.  Attend meetings as needed, take and distribute meeting notes, and follow-up to ensure that agreed upon actions are taken.  

2. Major Responsibility:      Provide high level executive support   35% 

Supporting Actions:  Review and process all incoming correspondence and other communications using discretion to determine what can be handled by the Executive Assistant, what should be routed to other staff, faculty, and what issues must be personally handled by the Director.  Draft responses and prepare reports, researching information as required. Distribute requested information to other staff as appropriate and follow-up as needed to ensure responses are completed accurately and on-time.  Anticipate needs, collect information, analyze and draft executive summaries/prepare reports that will enhance decision making.   
3. Major Responsibility:  Plan and coordinate events       20%
 
Supporting Actions: Pro-actively plan for standing and ad hoc meetings and events.  Research and propose venues, food and beverage options, and room and equipment set-ups appropriate to support meeting/event objectives.  Estimate costs and manage meeting within approved budget.  Coordinate schedules among participants.  Ensure invitations and RSVPs are extended and recorded. Assist with seating plans.  Review contracts and agreements to ensure accuracy of terms and intent. Coordinate all logistics, finalize arrangements and attend as appropriate to facilitate on site event management.  
4. Major Responsibility:   Project management support       10%
 
Supporting Actions: Communicate the Director’s plans and instructions to staff responsible for carrying out projects and initiatives and follow-up at various milestones to ensure work in on track.  Keep the Executive Director informed of project status with sufficient regularity and lead-times so that timely corrective action can be taken if needed.  Communicate through regular and ad hoc department meetings.

Section 4: Decisions Position is Free to Make
Describe the authority held by the position by listing 1 to 2 examples of decisions that the position is free to make.
Decisions free to make:
· Prioritize issues and concerns requiring the attention of the Director

· Scheduling the Director’s time

· Planning logistics for meetings/events

· Determining what issues can be resolved independently, by others, and what needs the direct attention of the Director

· Initiating meetings and other communications to manage effective work flow and achieve desired results.

Explain the decisions that depend on position’s advice:

· Final version of correspondence and communications

· Resolution of conflicting priorities

· Effective use of resources

· Department policies and procedures

Section 5: Dimensions

List quantitative measures that define the size and scope of the position (for example, the number of students counseled, the number of faculty and/or staff supported, the number of employees supervised, the number of events planned, the size of budget managed).
· XXX Constituents served/Programs managed

· XXX major meetings and events managed for XXX participants

· XXX Budget

· XXX Projects managed

Section 6: Job Qualifications and Competencies

Job Qualifications 
Indicate the minimum required and preferred education and years of experience. Include any required licenses or certificates.
Education and Experience:  
· Associates degree with a minimum of 2-3 years of related administrative experience, or equivalent combination of education and work experience.
· Experience in an academic or non-profit setting preferred.

Job Competencies

Indicate the essential job competencies. Competencies are required knowledge, skills and abilities necessary to perform the job successfully. 
· Excellent communication skills
· Customer-focused, customer service oriented
· Excellent attention to detail
· Excellent administrative and organization skills 
· Initiative and ability to work independently and as a member of a team
· Ability to multi-task and prioritize workload
· Proficient in Microsoft and Google platforms
· This position requires a strong commitment to promoting diversity

· It is important that the Executive Assistant take pro-active measures to become and remain informed about University policies and initiatives and the role of the XXX department in supporting them to effectively support the Director in planning, prioritizing, and communicating to achieve desired results.

Section 7:  Physical Demands and Working Conditions
Please use the following checklist to identify general physical demands and working conditions.  Additional specific physical demands and working conditions required to perform the job should be added. Also indicate any information that would be helpful in understanding any unusual or hazardous conditions associated with performing the position, or specific work schedule information.
	 General Physical Demands
	Lift/Carry/Push/Pull
	Use of Chemicals

	☐ Requires ability to read
	☐ Typically less than 10 pounds
	☐ Limited exposure to chemicals

	☐ Must remain in stationary position for long periods of time at desk or computer
	☐ Typically 10 to 20 pounds
	☐ Careful use of chemicals

	☐ Requires moving around campus
	☐ Typically 20 to 50 pounds
	☐ Use of highly toxic chemicals

	☐ Requires occasionally standing, sitting, walking; using hands to finger, handle, or feel objects, tools or controls; reaching with hands and arms; climbing stairs; hearing; talking
	☐ Typically more than 50 pounds
	

	☐ Requires frequently moving about inside the office to access printer, files, and other materials/equipment
	
	

	☐ Operates a computer and other office equipment
	
	

	☐ Some travel may be required
	
	


Additional physical demands and working conditions:
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