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JOB ANNOUNCEMENT

Bill Wilson Center's mission is to support and strengthen the community by serving youth and families through counseling, housing, education, and advocacy. With an emphasis on youth development, Bill Wilson Center programs focus on building self-confidence and developing personal assets. For more information, visit us at www.billwilsoncenter.org .

September 19th, 2011

JOB TITLE:

Executive Assistant

SALARY RANGE:
$50K – $65K per year depending on skills and experience as well as employer paid medical, dental, life and LTD.  We also offer a Flexible Spending Plan, retirement plan with discretionary agency contribution and a very generous Personal Time Off plan.

SUMMARY:
The Executive Assistant will be working with a high profile nonprofit CEO who needs someone to accurately multi-task in a fast-changing environment and provide administrative support to the CEO, Board of Directors and Executive Team. This position requires a highly-motivated and skilled professional who will perform a wide range of high level administrative and executive support related tasks that require strong attention to detail. In addition to managing the CEO's daily calendar and organization of standing and ad-hoc meetings, the Executive Assistant will: 

· Closely monitor and prioritize all inbound information (emails, calls, etc.) for the CEO.  

· Regularly draft emails and correspondence, take minutes at meetings.  Edit blogs and emails drafted by the CEO.

· Support Board of Directors, committees and members by coordinating schedules, taking minutes, maintaining legal records, and other administrative tasks.

· Regularly interact with other executives and their staff to coordinate meetings with the CEO, assemble documents and assist with cross-functional projects.  

· Manage travel arrangements and prepare and process expense reports for Executive Team.  

· Manage agency-wide travel arrangements and ensure proper approvals are obtained.
· Prepare reports, agendas and presentations for staff functions, and other meetings, and maintain records and files of current and past projects, operations and decisions. 

· Plan and coordinate special events. 

· Work extensively with Microsoft Exchange calendar and task list, spreadsheet, database, presentation, and word processing software programs. 

· Work with and manage confidential information, requiring the exercise of considerable discretion, judgment, tact and diplomacy. 

· Provide support to Executive Team including scheduling appointments and other administrative tasks as needed.

· Be a team player to provide administrative support and office administration tasks as needed, i.e., telephone coverage, copying, mail, etc. 

· Ensure CEO’s agency vehicle is maintained.

· Regular attendance is a requirement of the position.

· Other duties as assigned.

QUALIFICATIONS:


The successful candidates will have 7-10 years experience supporting C-Level executives.  Excellent attention to detail, multi-tasking, organizational, interpersonal, writing and verbal communication skills are essential.  Experience interacting with and working with Board of Directors required.  He/she must have strong computer systems experience including expert level in Microsoft Word, Outlook, PowerPoint, Excel and other programs.  Proactive and resourceful with the ability to think ahead and act independently.  The judgment to appropriately prioritize duties during periods of high activity required.  Maintain a high level of discretion and professionalism.  Current driver’s license with access to a vehicle for business use and current automobile insurance required.  

SEND RESUME AND COVER LETTER:

BILL WILSON CENTER

ATTN:  RESUMES

3490 THE ALAMEDA

SANTA CLARA, CA 95050

FAX:  (408) 246-5752

EMAIL:  resumes@bwcmail.org

EEO

Bill Wilson Center is an Equal Opportunity/Affirmative Action Employer.

This position description intends to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to include all duties and responsibilities.  The order in which duties and responsibilities are listed is not significant.  Because of a need to remain responsive to the needs of our clients and our Agency’s operations, responsibilities may be modified at any time.
_1048682652

