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Job Description 

Job Title:   Executive Assistant to President / CEO 
Reports To: President / Chief Executive Officer 
FLSA Status: Nonexempt: Full-Time, Hourly 
 
 
The Executive Assistant to the President / CEO provides executive support directly to 
the President/CEO, serving as the primary point of contact for internal and external 
constituencies on all matters pertaining to the Executive Office. The Executive Assistant 
also serves as the liaison to the Board of Directors, board committees, and senior 
management; acts as recording secretary for the Board of Directors, organizes and 
coordinates executive outreach and external relations efforts; and oversees special 
projects.  
 
Essential Duties and Responsibilities (Note: Other duties may be assigned) 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 
 
 Completes a broad variety of administrative tasks for the President/CEO including: 

managing an extremely active calendar of appointments; composing and preparing 
correspondence that is sometimes confidential; answering the phone; and 
preparing agendas and other documents.  Plans, coordinates, and ensures the 
President/CEO’s schedule is followed and respected. Provides “gatekeeper” and 
“gateway” role, creating win-win situations for direct access to the CEO’s time and 
office. 

 Communicates directly, and on behalf of the President/CEO, with Board members, 
committee members, donors, staff, and others.   

 Serves as the President/CEO’s administrative liaison to The Honeywell 
Foundation’s board of directors preparing agendas and organizing materials for 
Board meetings; attending regular and special Board meetings; serving as 
recording secretary to record, transcribe, prepare and distribute minutes; 
coordinating Board and committee meetings; preparing and disseminating 
communications and materials; managing Board records, Board portal and 
assisting board members as needed; maintaining discretion and confidentiality in 
relationships with all board members; and adhering 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. 

 Researches, prioritizes, and follows up on incoming issues and concerns 
addressed to the President/CEO, including those of a sensitive or confidential 
nature. Determines appropriate course of action, referral, or response. 
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 Provides a bridge for smooth communication between the President/CEO’s office 
and internal departments; demonstrating leadership to maintain credibility, trust, 
and support with senior management staff. 

 Works closely and effectively with the President/CEO, ensuring President/CEO is 
well informed of upcoming commitments and responsibilities, following up 
appropriately. Acts as a “barometer,” having a sense for the issues taking place in 
the environment and keeping the President/CEO updated. 

 Provides leadership to build relationships crucial to the success of the 
organization, and manages a variety of special projects for the President/CEO, 
some of which may have 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 company. 

 Prioritizes conflicting needs; handles matters expeditiously, proactively, and 
follows-through on projects to successful completion, often with deadline 
pressures. 

 
Knowledge, Skills and Abilities 
The requirements listed below are representative of the knowledge, skills, and/or abilities 
required to perform each essential duty satisfactorily. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
 Polite and professional 
 Expert level interpersonal, written, and verbal communication skills 
 Proactive, adaptable with the ability to work under pressure and achieve high 

performance goals and meet deadlines in a fast-paced environment 
 Strong team player who works well with others to achieve optimal results 
 Highly resourceful with the ability to also be extremely effective independently. 
 Demonstrated communication and organizational skills 
 Ability to maintain the confidentiality of sensitive and confidential information 
 Strong attention to detail 
 Strong work ethic 
 Strong computer skills 
 Microsoft Office proficiency is essential 
 Ability to anticipate and plan for organizational and management needs. 
 Demonstrated proactive approaches to problem-solving with strong decision-

making capability. 
 Ability to perform and prioritize multiple tasks seamlessly 
 Ability to build relationships with staff, board members, external partners, and 

donors. 
 Forward looking thinker who actively seeks opportunities and proposes solutions. 
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 Must be creative and enjoy working within an arts and entertainment environment 
that is mission-driven and community oriented.  

 Ability to exercise good judgment in a variety of situations  
 Ability to maintain a realistic balance among multiple priorities.  

 
Education And/Or Experience 
Associate or Bachelor Degree and/or a minimum of 5 years work experience in an office 
setting, preferably in an executive assistant role for a complex and fast-paced 
organization, interacting intensively with internal and external contacts. 
 
Environment and Physical Demands 
The physical demands described here are representative of those an individual must 
meet to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
 Office environment 
 Utilizing an office desk – sitting, reading, listening or speaking with the ability to 

move intermittently throughout the day 
 Constant walking and standing; frequent bending, stooping and reaching 
 Occasionally lift up to 10 lbs. with the ability to push or pull more than 10 lbs. 
 Ability to work in a fast-paced environment 
 Strong sensory skills, such as good eyesight, good hearing, and dexterity 
 Ability to operate office equipment, including computers, copiers, fax machines, 

and phones 
 

 
Responsibilities are subject to change and increase as the position evolves. 

 


