Family Voices, Inc.

Job Description


Title:


Executive Assistant

Summary:
Provide administrative and program support for Executive Director

Position Status:
50% FTE

Location of Position: Albuquerque, New Mexico

Reports To:

Executive Director

Responsibilities:

1. Provide substantial administrative and program support to the Executive Director, including confidential assistance, scheduling meeting and travel arrangements, and special projects.

2. Maintain calendar for the Executive Director and schedule meetings and conference calls.

3. Determine issues to be brought to the immediate attention of the Executive Director.  Identify and prioritize issues of lesser importance for later review.

4. Communicate and handle incoming and outgoing telephone and electronic communications on behalf of the Executive Director. 

5. Assist Executive Director with preparation for meetings, presentations, etc. 

6. Review and summarize miscellaneous reports and documents; prepare background documents and outgoing mail as necessary. 

7. Compile correspondence and reports on behalf of the Executive Director.

8. Manage the Executive Director’s workload, act as gatekeeper and follow up meetings, external contacts, etc.
9. Manage the Executive Director’s filing system.
Requirements:

· Excellent organizational and interpersonal skills

· Excellent written and verbal communication skills, including excellent phone etiquette

· Strong attention to detail to ensure high quality work

· Ability to work on multiple tasks under pressure and within tight deadlines

· Ability to work independently with strong decision-making skills
· Ability to be flexible, proactive, resourceful and efficient with a high level of professionalism

· Ability to work in a discreet manner, maintaining confidentiality

· Ability to work well with individuals of varying backgrounds and skill levels

· Knowledge of MS Office, including Word, Excel, PowerPoint and Outlook 

· Knowledge of office procedures, operation of office equipment, record keeping and maintenance

· Knowledge identified typically is acquired through Bachelors degree plus at least 5 years of administrative experience.  Twelve years of experience in an office environment and a high school degree may be substituted for higher educational background. 

· Hiring preference is given to parents and family members of children and youth with special health care needs and/or disabilities

To apply, please send cover letter, resume, and three references to:

Rachel N. Rodriguez, MSW, MPA

Assistant Executive Director

rrodriguez@familyvoices.org
Disclaimer: This job description indicates the general nature and level of work expected of the incumbent.  It is not designed to cover or contain a comprehensive listing of activities duties or responsibilities required of the incumbent.  The incumbent may be asked to perform other duties as necessary.


