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Executive Assistant to the CEO 
 

Position Summary  

This position is responsible for providing executive support in a one-on-one working relationship with the 

CEO. This position serves as the primary point of contact for internal and external constituencies on all 

matters pertaining to the Office of the CEO. This position also serves as a liaison to the board of directors 

and senior management teams; organizes and coordinates executive outreach and external relations 

efforts; and oversees special projects. This position must be creative and enjoy working within a small, 

fast-paced entrepreneurial environment that is mission-driven, results-driven and community oriented.  

 

  Primary Duties and Responsibilities (Essential job functions)   

  Completes a broad variety of administrative tasks for the Chief Executive Officer including: 

managing an extremely active calendar of appointments; completing expense reports; composing 

and preparing correspondence that is sometimes confidential; and arranging travel plans, 

itineraries, and agendas; and compiling documents for meeting. 

 Plans, coordinates and ensures the Chief Executive Officers schedule is followed and respected. 

Provides “gateway” role, creating win-win situations for direct access to the Chief Executive 

Officer’s time and office. 

 Communicates directly and respectively, and on behalf of the Chief Executive Officer, with Board 

members, donors, foundation staff, and others, on matters related to CEO’s programmatic 

initiatives. 

 Researches, prioritizes, and follows up on incoming issues and concerns addressed to the CEO, 

including those of a sensitive or confidential nature. Determines appropriate course of action, 

referral, or response. 

 Provides a bridge for smooth communication between the CEO’s office and internal workgroups; 

demonstrating leadership to maintain credibility, trust and support with the senior management 

staff. 

 Works closely and effectively with the CEO to keep him/her well informed of upcoming 

commitments and responsibilities, following up appropriately. Acts as a “barometer”, having 

sensitivity to the issue taking place in the environment and keeping the CEO updated. 

 Provides leadership to build relationships crucial to the success of the organization, and manages 

a variety of special projects for the CEO, many of which will have strong organizational impact. 

 Successfully completes critical aspects of deliverables with a hands-on approach, including 

drafting acknowledgement letters, personal correspondence, and other tasks that facilitate the 

CEO’s ability to effectively lead the organization. 

 Prioritizes conflicting needs; handles matters expeditiously, proactively, and follows-through on 

projects to successful completion, often with deadline pressures. 
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 Provides research assistance to the CEO, as requested. 

 Serves as the CEO’s administrative liaison to the board of directors. 

 Maintains discretion and confidentiality in relationships with all board members. 

 Adhere to compliance with applicable rules and regulations set in bylaws regarding board and 

board committee matters, including advance distribution of materials before meetings in 

electronic/paper format. 

 Participates as an adjunct member of the Executive and Leadership Teams including assisting in 

scheduling meetings, taking minutes and attending all meetings, and other teams as requested. 

 Assist in coordinating the agenda of senior management team meetings and off-sites, and all-

staff meetings. 

 Facilities cross-divisional communications. 

 Ensures that the CEO’s bio is updated and responds to requests for material regarding the CEO 

and the organization in general. 

 Drafts and edits written communications on behalf of the CEO to external stake holders. 

 Works with the Marketing/Community Relations Team in coordinating the CEO’s outreach 

activities. 

 Follows up on contacts made by the CEO and supports the cultivation of ongoing relationships. 

 Edits all, and creates letters from the CEO. 

 Performs routine administrative tasks as required:  completes internal and external forms; 

composes and submits correspondence, emails, memoranda, and reports; reviews, comments, 

and approves forms, memoranda, reports, and other documents; and acts to assure proper 

documents management.  

 Undertakes or supervises special assignments as directed. 

 Serves as an engaged and involved team member supportive of the varied experiences and 

perspectives of internal and external colleagues. 

 Supports and actively builds the “Family Style” corporate culture and adheres to VBCDC/SAC 

values in oral and written communications, as well as behavior. 

 Serves as an engaged, responsible and effective Partner of VBCDC/Second Act Communities SM     

 Works within the team and among organizational teams to ensure that decisions are made to 

further the organization’s goals and vision. 

  Performs other related work as required.  

Minimum, Education Experience, Skills and Character Requirements  

 

 Bachelor’s degree is required. 

 Strong work tenure: 5+ C-Level executives, preferably in a non-profit organization 

 Experience and interest in internal and external communications, external partnership 

development, and business development. 

 Strong organizational skills that reflect the ability to perform and prioritize multiple tasks 

seamlessly with excellent attention to detail. 

 Strong interpersonal skills and the ability to build relationships with stakeholders, 

including staff, board members, external partners and donors. 

 Demonstrated proactive approaches to problem-solving with strong decision-making 

capability 

 Emotional maturity 

 Highly resourceful team-player, with the ability to also be extremely effective 

independently. 
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 Proven ability to handle confidential information with discretion, be adaptable to various 

competing demands, and demonstrate the highest level of customer/neighbor service and 

response. 

 Demonstrated ability to achieve high performance goals and meet deadlines in a fast 

paced environment. 

 Forward looking thinking, who actively seeks opportunities and proposes solutions. 

 Mission driven: A strong passion for providing all Americans with affordable housing  

 Strong innovation skills 

 Excellent customer service skills 

 Lifelong learner 

 Excellent organizational and time management skills 

 Operational knowledge of personal computers and mastery level knowledge of the overall 

Microsoft Office Suite. 

 Mastery of highly influential presentation skills suitable for board and large group events.  

 Oral and written communication skill to present and make comprehensible complex 

information regarding organization operations, of which some information may be highly 

technical in nature.  

 Ability to provide clear work instructions; compose technical reports; and respond to 

questions on a variety of job-related matters. 

 Extensive human relations skills, particularly leadership, consulting, negotiating, 

persuasive, and supervisory skills.  The jobholder must have the capacity to deal 

effectively with a wide variety of individuals, including those who exhibit skepticism or 

who do not cooperate with the jobholder. 

 Extensive skill in coordinating multiple-workgroup activities to achieve targeted results. 

 A high level of analytical ability to comprehend, understand, and interpret complex and 

technical information, such as local, state, and federal laws related to housing 

development, construction, and management; architectural and construction 

requirements; complex federal government policies and programs; public-sector 

financing; and private-sector financing. 

 Ability and commitment to support and actively build on VBCDC/SAC’s Family Style 

corporate culture and adhere to VBCDC/SAC values in oral and written communications, 

as well as in behavior. 

 Active listener 

 Ability to comprehend, understand, and interpret organizational and environmental 

factors that could affect the success of projects and programs. 

 A high level of ability to exercise initiative and independent judgment in the development 

and implementation of complex strategic activities, and the formulation of supporting 

policies. 
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Physical Demands/Work Environment 

While performing the duties of this job, the employee is frequently required to sit, talk, see, or hear. The 

employee is occasionally required to stand and walk. The employee must occasionally lift and/or move up 

to 20 pounds. The partner must have a valid driver’s license, own an automobile which can be used for 

travel during the work day, and carry $_____of liability insurance. Partner must be available for national 

travel up to 25% of the workweek and work hours that may include evenings, weekends, and on-call 

duties.  

Approved: 

____________________________________                                            _______________________ 

Leader, Organizational Effectiveness                                                                  Date 


